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ISSN 0160 3582 



BRITTLE BOOKS PROGRAMS 

by Jan Merrill-Oldham, Head, Preservation Dept., University of Connecticut Library, 
and Gay Wolker, Head, Preservation Dept., Yale University Libraries. 



In recent years, many constituencies ha\e focused attention 
on the deterioratiag condition of research collections in 
;<orth American libraries. While library community has 
played a key role in generating this growing awareness, it 
also has been instrumental in developing programs to combat 
what has come to be called the "brittle book" problem 
publications produced on acid paper that are now so dete- 
riorated that they must be reproduced in some form or even- 
tually be lost. 

Library programs are being initiated on several fronts 
nationally and locally There are the cooperative microfilm 
ing activities of the Research Libraries Group, the nationwide 
preservation program articulated by the Commission on 
Preservation and Access, and the substantial growth in fund- 
ing for the National Endowment for the Humanities, Office 
of Preservation On a regional level, both well-established 
and newly formed library consortia are actively engaged 
in preservation projects. 



Condition surveys repeatedly reveal that pres- 
ervation problems exist not only in isolated 
situations, but in all research libraries. 

Most significant at the local level, the findings of condition 
surveys repeatedly reveal that preservation problems exist 
not only in isolated situations, but in all research libraries. 
This kit focuses jn the evaluation, bibliographic searching, 
replacement, preservation photocopying, and preservation 
microfilming of books and senals that have become too brit- 
tle to handle without risking damage. To assess these activ- 
ities, a SPEC survey was sent to members of the Association 
of Research Libraries in mid-1988. The following comments 
are based on responses of 64 ARL members. More complete 
survey results are available in the kit. 

LIBRARY AWARENESS AND PROGRAMS. Over 90 
percent of the responding libraries have some mechanism 
in place for systematically identifying brittle books. This 
is a significant departure from practices common only a 
short while ago, when brittle books often remained unnoticed 
in the stacks, circulated without resiriction, and c ne to 
the attention of staff when they fell apart during use. Most 
librarie. operate programs for replacing brittle materials 
with hard or film copies and for fitting materials that cannot 



be replaced with prdective wrap } .ib and boxes. More than 
half the libraries have developed conservation, preservation 
photocopying, and microfilming variabilities. Nearly half 
of the libraries segregate brittle materials from others. 

DECISION-MAKING STAFFING AND PROCEDURES. 
Most libraries assign the responsibility of selecting approp- 
riate preservation options for brittle materials to professional 
librarians. In institutions reporting on this activity, pro- 
fessional librarians are involved more than 90 percent of 
the time. In 70 percent of the libraries, librarians make the 
decisions exclusively. Over 80 percent of the libraries report 
participation by selectors and bibliographers. In about half 
the libraries, the bibliographic searching that supports 
decision-making involves professionals either exclusively 
or partly. These results suggest that libraries have established 
the importance of preservation decision-making, and that 
they have forged strong links between preservation and col- 
lection development. 



Libraries. . .have forged strong links between 
preservation and collection development. 

It is commonly understood that the scope of the brittle books 
problem fai exceeds current capabilities to address it. It i . 
natural, then, that the matter of selecting titles for repro- 
duction would become a major issue as reprographic activity 
increases. While identifying brittle materials uunng the nor- 
mal course of handling and use is inevitable, some Iibruiiaris 
advocate that the preservation of all brittle items in impor- 
tant subject collections is a more reliable way of ensuring 
that aioherent body of information will be salvaged. 

Of all volumes filmed or photocopied by ihe responding 
libraries, slightly more than two-th«.ds are identified through 
routine handling, and approximately one-third through sys- 
tematic review. The effect of increased grant funding on 
preservation selection mechanisms bears watching. To date, 
funding has been committed almost exclusively to projects 
based on the subject approach to selection. 

MICROFILMING AND PHOTOCOPYIN . POLICIES, 
PRACTICES. Underlying the decision to microlii.. pho- 
tocopy is the debate over whether film is an adequate rep' ice- 
ment for the original hardcopy of a text. Of all responding 



The Systems and Procedures Exchange Center (SPEC) is operated by the 
Association of Research Libraries, Office of Management Services, 
1527 New Havpshne Avenue, N W, Washington, D C 20036 Telephone (202) 232-8656 



libraries nearly half discard 90 percent or more of the orig- 
inal copies of volumes after the> have been reproduced. Con 
versely, nearly 20 percent retain more than 90 percent of 
all originals. Current practice seems to suggest that retention 
of '.he originals is often either impractical or not feasible. 
Regarding the choice between preservation microfilming 
and photocopying, about 40 peicent choose to film in 90 
percent or more of the cases. About 25 percent choose to 
photocopy in 90 percent or more cases. Only rarely are 
volumes both filmed and photocopied. 

These statistics say h.tle about the relative numbers of 
volumes microfilmed and photocopied, rather, they reflect 
institutional choices. Further, those choices are based only 
partly on preference. Capability is a governing factor. Pres- 
ervation photocopying is within the reach of most libraries 
because the technology is readily accessible. In contrast, 
preservation microfilming requires a greater degiee o« train- 
ing, ^kill, and bibliographic documentation, ana, typically, 
contracting for services from a commercial vendor. 



To some extent, increased involvemen: of 
scholars in the preservation decision-making 
proce. s is likely to affect the choice of refor- 
matting media. 

Regarding microfilming practices, 35-mm roll film is clearly 
the medium of choice, with b4 percent of all respondents 
using it exclusively, although modest use of microfiche is 
icported. Among respondents, use of the step-and-repeat 
camera is the most common method of microfiche produc- 
tion. The growing controversy regarding microfilm versus 
microfiche for the production of master negatives is a dif- 
ficult one to resolve. While in many eases microfiche provides 
superior reader access, microfilm offers a number of technical 
advantages, including a lower reduction ratio, opportunities 



to correct film errors by splicing, and better protection 
against misfiling. To some extent, increased involvement 
of scholars in the preservation decision-making process is 
likely to affect the choice of reft rmatting media. 

ISSUES. The management challenges . inherent in planning 
and developing brittle books programs arc great. Such pro- 
grams are expensive, resources to mount them are inade- 
quate, and the level of production that is currently contem- 
plated is unprecedented. Many technical questions are not 
as yet answered, and existing technologies fail to meet all 
needs. As technical and resource problems are resolved, how- 
ever, research libraries have established the x,entrality of 
preservation programs, and have developed strong connec- 
tions between preservation and collection development 
functions 

At the individual library level, how to go about identifying 
and selecting brittle materials for preservation remains an 
issue, grant funding favors projects based on the subject 
approach to selection, yet many libraries are identifying 
materials as they are used. Regarding library users, ongoing 
communication with faculty and scholars becomes important 
when libraries are making choices concerning reformatting. 
Libraries ! .iave a responsibility to keep their constituencies 
informed regarding brittle books programs and to provide 
for enhanced and open access to reformatted materials. 

The SPEC Kit on Brittle Book Programs (#152, March 1989) 
contains SPEc survey results, planning documents, organ 
ization charts and job descriptions, selection and searching 
procedures and forms, guidelines and workflow descriptions, 
microfilming and photocopying procedures, and a selected 
reading list. 

* * * 

This flyer, kit was prepared as part of the OMS Collaborative 
Research/ Writing Program. 
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July 1, 1988 



TO: 



SPEC Liaisons 



ERCM: Maxine Sitts, SPEC Center 

Jan Merril] -Oldham, Gay Walker - Collaborative Research Wri^rs 

RE: SPEC Kit on Brittle Books 

As interest in the proolem of paper embrittlarent grows, so too does the need 
to share itiforrnatiun about the ways in which brittle books programs are being 
implemented and managed. To help meet this need, the ARL Ocntnittee on 
Preservation of Research library Materials is working with SPEC to develop a 
kit to be published in early 1989. We are seeking documents on these topics: 

* Identifying brittle monographs and serials 

* Conducting bibliographic searches to determine the relationship of 
brittle titles to the rest of a collection, and to identify available 
xiard copy and microform replacements 

* Selecting options for dealing with brittle books (e.g., 
replacing, reproducing, placing in protective enclosures, conserving, 
withdrawing) 

* Implanenting ^ rvation decisions either in-house or by contracting 
with ccxnnerci^ vendors 

The following types of documents will be considered for the kit 



The brief survey is intended to supplement the data that will be collected by 
means of the 1987-88 ARL Preservation Statistics Questionnaire , and 
intentionally does not overlap the Questionnaire. 

Send documents and responses by September 1, 1988 to Collaborative Research 
Writer Jan Merrill -Oldham; Preservation Department; Babbidge Library, Box 
U-5P; university of Connecticut; Storrs, CT 06268. 



.Committee and planning reports 
.Decision-making criteria 
.Departmental organization charts 
.Flew charts and forms 
.Lists of searching tools 



.Office memos, routing slips 
.Pol Icles and procedures 
.Training guides 
.Job descriptions 
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- BRITTLE BOOKS PROGRAMS - 

(202) 232-8656 



Respondent 



Institution 

itelephone (A.C. ) 



1. Which of the following options, if any, does the library exercise for 
dealing with brittle monographs and serials? Check all applicable. 

Systematic identification (e.g., during the course of cataloging, 

shelf preparation, charging out, reshelving, repair) followed by one 
or more of the actions listed below in this question 

Maintenance of a cumulative list of volumes or titles that have been 

returned to the shelf in their embrittled state 

Segregation (e.g., in a restricted-access "brittle books collection") 

Protective enclosure in wrappers and/or boxes 

Replacement with ccrrmercially available hard copy 

Replacement with commercially available film or film produced by 

another library 

Filming ( in-house or carmercial services ) 

Photocopying onto alkaline paper (in-house or ccnmercial services) 

Conservation (e.g., deacidification, encapsulation, and rebinding) 

Other (specify) 

2. Who (e.g., subject specialists, preservation librarians, conservators, 
faculty) is involved in selecting appropriate preservation options for 
volunes identified as brittle ? Indicate job levels or titles. 



3. Who is involved in bibliographic searching to determine the relationship of 
a title to the collections, and to determine whether hard or film copy can 
be purchased? indicate job levels or titles. 
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QUESTIONS FOR LIBRARIES ENGAGED IN PRESERVATION MICROFILMING 



C HECK HERE IF THE LIBRARY IS NOT SO ENGAGED 
I AND RETURN SURVEY AND DOCUMENTS. 

I 

| Answers should reflect all filming or photocopying of brittle books done by 

I the library, whether Items are Identified as a result of routine handling by 

| staff and patrons or as part of a special project. We are Interested In 

I statistics that most accurately reflect current policy. (Additional comments 

^ may be supplied on a separate sheet.) 

4. Of all volumes that are filmed and/or photocopied, approximately 

what percentage is initially identified through the course of 

; routine processing and handling, as opposed to through a 

systanatic review of the materials in a particule. collection or 
subject? 

5. Of all volumes that are filmed and/or photocopied, approximately 

what percentage is retained in the original format after being 
reproduced? 

6. Of all volumes that are reproduced (either in-house or under contract): 
Approximately what percentage is filmed? 

Approximately what percentage is reproduced on alkaline paper? 

Approximately what percentage is both filmed and reproduced on 

alkaline paper? 

7. Of all volumes that are filmed approximately what percentage of all service 
(use, distribution) copies is produced on: 

35 mm. roll film 



Microfiche produced on a step-and-repeat camera 
Microfiche by strip-up method 

Microfiche made by jacketing roll film (non-standard) 
Other (describe briefly) 



8. Under what circumstances is more tiidn one title filmed on a single reel of 
microfilm? 
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BRITTLE BOOKS PROGRAMS 



Survey Results: 64 responses from 118 ARL member libraries (54%) 

1. Which of the following options, if any, does the library exercise for dealing 
Wxcn brittle monographs and strials? 





# libs. 


% resp. 


Systematic Identification: 


57 


89% 


Cumulative List: 


18 


28% 


Segregation: 


27 


42% 


Protective Enclosures: 


52 


81% 


Replacement Hard Copy: 


52 


81% 


Replacement Film: 


46 


72% 


Preservation Microfilming: 


37 


58% 


Replacement Photocopy: 


43 


67% 


Conservation: 


35 


55% 


Other: 







Planned deterioration; deselection; withdraw 
No systematic program; identify by chance 
Not done yet* making extensive studies of problem 
Transfer to environmentally-controlled storage 
Substitute worn stack copies with gift copies 

Who is involved in selecting appropriate preservation options for volumes 
identified as brittle? 



Only professional staff involved: 

Only non-professional staff involved: 

Both professional and non-profes- 
sional staff involved: 

Not Done: 

Not Answered: 



# libs. 
44 
1 
14 

1 
3 



% resp. 
69% 
2% 
22% 

2% 
5% 
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Involved Staff Included: 

Selection officers/bibliographers: 52 

Faculty: 4 

Special Collections Librarian: 4 

Preservation Librarian: 28 

Conservation /librarian: 3 

Head of Binding: 2 

Acquisitions Librarian: 2 
Materials Processing paraprofessional: 2 

Administrative Staff: 1 

Serials Librarian: 1 

Preservation paraprofessional: 6 

Conservation Technician: 4 

Circulation & ILL paraprofessional: 2 

Catalog Librarian: 1 

Clerks: «? 

Conservator: 6 

Binding Unit Staff: 2 

Any Staff Member: 1 

Co? lection Development Librarian: 3 

Circulation Librarian: 2 

Branch Librarians: 2 



Who is involved in bibliographic searching to determine the 
relationship of a title to the collections, and to deter- 
mine whether hard or film copy can be purchased? 

{? libs. % resp. 



Only Professionals: 17 27% 

Only Non-Professionals: 26 41% 

Both Professionals and Non- 
Professionals: 17 27% 

Not Done: 3 5% 

Not Answered: 3 5% 

Involved Staff Included: 

Preservation Librarian: 4 

Acquisition Librarian: 6 

Bib 1 iographers : 19 

Conservation Librarian: 1 

Catalog Librarian: 2 

Collections Development Librarian: 4 

Serials Librarian: 1 

Librarians: 3 

Special Collections Librarian: 1 

Circulation Librarian: 1 

Library Assistants: 4 
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Clerks: 2 

Senior Library Specialist: 2 

Pre-order Searchers: 9 

Collection Development Asst.: 3 

Materials Processing Head: 1 

Bibliographic Searchers: 4 

Technical Assistant: 2 

Conservation Technician: 1 
Preservation Specialist Para-prof.: 2 

Student Assistance: 1 



Preservation Microfilming Involvement 

Involved: 37 libraries (58% of the response) 

4. Of all filmed/photocopied volumes, what percentage is 

intially identified through routine processing rather than 
through systematic review- (% given of 37 involved.) 

# libs, % resp. 

100%: 

Between 90% and 99%: 
Between 76% and 89%: 
Between 51% and 75%: 
Between 26% and 50%: 
Between 11% and 25%: 
Between 1% and 10%: 
0%: 

Not Answered: 

5. Of all filmed/photocopied 

percentage is retained ir 
format after reproductior 

100%: 

Between 90% and 99%: 
Between 7o% and 89%: 
Between 51% and 7 5%: 
Between 26% and 50%: 
Between 11% and 25%: 
Between 1% and 10%: 
0%: 

Not Answered: 

6. Of all volumes that are r< 

(either in-house or undei 

Percentage filmed? 
100%: 

Between 90% and 99% 
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volumes, what 
l the original 
l? 



sproduced 
r contract) : 



14 J8% 

6 16% 

5 14% 

0 0% 

1 3% 

6 16% 
4 11% 

1 3% 

2 5% 



2 5% 
4 11% 

3 8% 

1 3% 
6 16% 

2 5% 
6 16% 
9 24% 
2 5% 



7 19% 
9 24% 



# libs. % resp. 



Between 76% and 89%: 
Between 51% and 75%: 

Between 26% and 50%: 
Between 11% and 25%: 
Between 1% and 10%: 
0%: 

Not Answered: 
Percentage photocopied (alkaline paper) 
100%: 

Between 90% and 99%: 
Between 76% and 89%: 
Between 51% and 75%: 
Between 26% and 50%: 
Between 11% and 25%: 
Between 1% and 10%: 
0%: 

Not Answered: 

Percentage both filmed and reproduced 
on alkaline paper? 

100%: 

Between 90% and 99%: 
Between 76% and 89%: 
Between 51% and 75%: 
Between 26% and 50%: 
Between 11% and 25%: 
Between 1% and 10%: 
0%: 

Not Answered: 

Of all volumes filmed approximately 
what percentage of all service copies 
is produced on: 

35 mm roll film: 

100%:. 

Between 90% and 99%: 
Between 76% and 89%: 
Between 51% and 75%: 
Between 26% and 50%: 
Between 11% and 25%: 
Between 1% and 10%: 
0%: 

Not Answered: 

Used but no % given: 



3 
2 

2 
3 
5 
6 
2 



6 
4 
2 
1 
2 
4 
11 
6 
2 



0 
0 
0 
0 
1 
0 
8 
28 
2 



22 
4 
0 
0 
1 
3 
1 
3 
4 
1 



8% 
5% 

5% 
8% 
14% 
16% 
5% 



16% 
11% 
5% 
3% 
5% 
11% 
30% 
16% 
5% 



3% 

22% 
76% 
5% 



59% 
11% 



3% 
8% 
3% 
8% 
11% 
3% 
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Microfiche (step-and-repeat camera) : 



# libs. % resp. 

100%: 1 3% 

Between 90% and 99%: 1 3% 

Between 76% and 89%: 1 3% 

Between 51% and 75%: 1 3% 

Between 26% and 50%: 0 

Between 11% and 25%: 0 

Between 1% and 10%: 0 

0%: 27 73% 

Not Answered: 6 16% 

Used but no % given: 1 3% 

Microfiche (strip-up method) : 

100%: 0 

Between 90% and 99%: 0 

Between 76% and 89%: 0 

Between 51% and 75%: 0 

Between 26% and 50%: 0 

Between 11% and 25%: 0 

Between 1% and 10%: 1 3% 

0%: 30 81% 

Not Answered: 5 16% 

Microfiche (jacketing roll film) : 

100%: 0 

Between 90% and 99%: 0 

Between 7 6% and 89%: 0 

Between 51% and 75%: 1 3% 

Between 26% and 50%: 0 

Between 11% and 25%: 1 3% 

Between 1% and 10%: 2 5% 

0%: 27 73% 

Not Answered: 6 16% 

Other: 

Policy under development 

16mm roll film unjacketed (to record integrity of 

archival materials before conservation) 
5% in Copyflo from negative 

Under what circumstances is more than one t^tle filmed on a 
single reel of microfilm? 

Not Answered: 13 libraries (36% of response) 
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Other Answers: 



For master negatives of short volumes only. 
Master negative storage; selected microfilming grants and 
projects, not foi materials generated by Circulation. 
Master negatives only, not for copies. 

Multiple titles of monographs put on same reel; serials 

filmed one title per real. 
Not currently done 
No application. 

Monographs are only one pe - reel; serial titles and ceased 
or part of special colxections are filmed together. 

Monographs are put together multiple titles; serials are 
kept one per reel. 

Rarely multiple titles per reel, only special subject 
groups of pamphlets, clippings, etc. 

Only if titles are part of the same collection. 

Almost never done. 

If titles are part of a series, or have intrinsic subject 

relationships. 
Not done. 

Only one title per reel. 

Never done (filmed together but cut up). 

Normal practice is to put one title on a reel; 

occasionally multiple titles are put on masters to 

save space; also with service copies of sets. 
Short works are filmed together to save space, later cut 

before cataloging. 
Routinely film multiple titles per reel for all generations. 
Only when using jackets for fiche or with pamphlet sets or 

short volumes from the same subject or collection. 
Only short pamphlets. 

Never done; filmed together and cut up. 
All monographs, broad subjects together (serials separ- 
ately) for space and cost reasons. 

Comments : 

Very few special files filmed; no formal program. These 
projects have been done by a private firm under contract. 
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University of Washington Correspondence 



INTERDEPARTMENTAL 




May 26, 



1988 



TO: 



FROM: 



Collection Development and Management Council 

Gary L. Menges, Chair 0 AjjY 
Brittle Book Task Force UU, V [\ 




SUBJECT: BRITTLE BOOKS 



Kristina Starkus and I gave five brittle book presentations on January 26, 
27, and 28, They were attended by 165 library staff members. There was 
considerable discussion and comment at all of the sessions. These 
discussions reinforced our feelings that the brittle book problem must be 
tackled internally through establishing a brittle book program, and 
externally through building support for the allocation of the necessary 
resources to "solve" the problem and for converting to the use of permanent 
paper for library materials. 

Establishment of a formal brittle book program in the Libraries requires 
resources for replacement of brittle materials and for staff to implement 
this replacement. Last year the Resources Budget Committee recommended the 
allocation of $10,000 for a Brittle Books Fund. The Director of Libraries 
approved the use of $10,000 of the Libraries' frozen funds, if and when 
these funds are released. The Council has also authorized the use of the 
Multiple Copy Reserve Fund for the replacement of brittle materials needed 
for reserve. The Libraries budget proposal for 1989-91 includes a funding 
request for a preservation program which would include funding a brittle 
book program. The elements of a brittle book program are listed in the 
attached outl ine. 

With the pending closure of the Department of Printing's microfilming 
operation, the establishment of a Preservation Replacement Program 
responsible for brittle books and preservation microfilming is a 
pos;ibility. This program would utilize commercial micrqfilming services 
and preservation photocopying services such as that available through the 
Library Binding Service. 

Many actions are being taken nationally to increase awareness of the 
brittle book problem and to build support for the use of permanent paper. 
Starting in July, as part of the GEAC acquisitions subsystem, the Libraries 
will begin to use a purchase order form that includes the following 
statement as part of the conditions of purchase: 

"The University of Washington Libraries prefers^ 
publications printed on paper which meets Hie minimum 
requirements of American National Standard for Information 
Sciences - Permanence of Paper for Printed Library 
Materials. ANSI Z39.48-1984." 
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An article in Universit y Ueek on the brittle book problem also was 
suggested. At the Pacific Northwest Library Association in August, a 
resolution will be introduced to urge regional publishers to use permanent 
paper. A PNLA effort might include contacting regional authors to build 
support for the use of permanent paper and contacting regional paper mills 
to urge them to produce "rid-free paper for library materials. 

As a Libraries brittle book program evolves, we need to continue our 
efforts to build support for find ; ng solutions to the problem; to search 
for library photocopiers that are less damaging to library materials; to 
assure that only non-acidic materials are used in conjunction with library 
materials (binding, bookplates, photocopy replacement pages); etc. 

There are several areas relating to brittle books where further Council 
discussion would be profitable. These are: 

1) Funding 

Are there ways to fund the replacement of brittle books that we have 
not discussed? For example, the use of revenue from library book sales 
or the use of fine money. Since we now have authorization to have book 
sales, 1 assume we will have a book sale at some point in the near 
future. All revenues from MIT Library's book sales go into a 
preservation endowment. Should the Council recommend such a action 
for us? 

'.986/87 the Libraries collected $90,916 in fines. This money goes 
tt the University general funds. Although it has been argued that the 
Libraries can collect fine money without charges of self-interest if it 
does not retain fine money, the use of fine money for brittle book 
replacement was suggested several times during the Jam *rv brittle book 
presentations. We would, of course, need to convince t, University 
Administration to give up this revenue which has been earmarked for 
other purposes. 

Are there other sources for brittle book funding that we have not 
discussed? 



2) Priorities 

Funding for a brittle book program will probably be inadequate to meet 
all replacement needs. How should available funding be prioritized? 
Should priority be given to replacing individual items as they are 
identified or to systematically reviewing areas of the collection? 

If individual items, give priority to: 

a) high use items, e.g., reserve 

b) unique items 

c) reference works 

d) other? 
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If collections, give priority to: 

a) Areas known to be in poor condition, e.g., newsprint 
collections such as newspaper backfiles, newspaper 
clippings in the Pacific Northwest pamphlet file, World 
War II era Chinese newsprint books in East Asia, Slavic 
materials printed on poor quality paper, etc. 

b) The strongest areas of the collection. 

c) The heaviest-used areas of the collection, 

d) Other? 



3) Guidel ines 

Can we develop any general guidelines for the use of brittle hook 
funds? For example, purchase reprints rather than microforms when both 
are available, use photocopy replacement instead of microfilm for 
monographs, etc. 

Mow much time should be devoted to searching? Should preservation 
staff verify the condition of other copies and editions or rely on 
"availability checks"? Should sources other than OCLC and NUC be 
checked to establish locations of other copies? 



4) Brittle Book Area 

Many libraries that have brittle book programs have established 
separate brittle book areas, either as a holding area until funding to 
replace them is available, or as a shelving location for brittle 
material that is to be retained but not replaced. Should we establish 
such an area, e.g, in the Auxiliary Stacks? Although this would mean 
some user inconvenience, it would increase awareness of the problem end 
allow us to maintain some control over the handling and use of these 
items. 



5) Handling and Use of Brittle Books 

Should books identified as brittle be designated non-circulating? 
Should photocopying be allowed? 



The Council might want to add other discussion items to this list. 



/UP 

attachment 

cc: Nancy Baker 

Kristina Starkus 
Preservation Committee 
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UNIVERSITY OF WASHINGTON LIBRARIES 



ELEMENTS IN A BRITTLE BOOK PROGRAM 



I . Identification 

Identification of brittle material may occur at various points: 

A. Selection. Condition should always be a factor in making a 

selection decision. Although a decision to add a brittle item to 
the collections may be made, the special handling and care 
required of brittle items should be considered. A decision cn how 
a brittle item is to be treated should be made at this stage, (See 
III.B. below) 

Bibliographic Control. Brittle items may be identified during 
processing. 

C. Circulation. Brittle items may be identified when circulated or 
shelved. 

D. Binding and repair. Items may be identified as brittle when sent 
for binding or ropair. 

E. Users may bring brittle items to the attention of a libra staff 
member. 

Items initially identified as brittle should be referred to 
preservation replacement staff. 



1 1 . Preservation Replacement Staff 

A. Staff verify that the material is in fact brittle and should be' 
handled through brittle book procedures. 

B. perching: 

1. Are there other copies, editions, other volumes in a 
monographic set or serial tun in the library system? Ideally, 
conditions of these copies are also assessed. 

2. Other libraries - OCLC, NUC, etc., are searched to establish 
locations of other copies. 

3. Availability uf reprints or microform copies is checked. 
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111. Selector decision in consultation with preservation staff: 

A. Selector decisions are made within the context of the Libraries 1 
collection and collection management policies, e.g., Replacement 
Collection Development (Operations Manual v. 4 c.7, June 24, 1981, 
rev. June 1987) a,id Relocation of Library Materials (Operations 
Manual v. 4 c.4 rev. Feb. 1984) 

B. Options 

Among the options for treating brittle materials are the 
fol lowing: 

1. Withdraw 

2. Do nothing, return to shelf - planned deterioration 

3. Relocate, e.g., Special Collections, Auxiliary stacks, or a 
brittle book area 

4. Make protective enclosure and return to shelf 

5. Replace with a) another copy 

b) another edition 

c) a reprint 

d) microform available commercially or from 

another insti tut ion 

6. Reproduce (library-initiated) 

a) microform 

b) preservation photocopy 

7. Disbind and encapsulate individual pages (very rarely used 
option) 
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C. Factors to be considered in selecting specific options 

1. Physical condition (paper and binding) 

2. Cost of the option 

3. Value of the item in terms of scarcity and availability of 
copies at other libraries 

4. Significance or importance of the author, subject, and/or title 
for our collections 

5. Frequency of use 

6. Kind of use (e.g., reference) 

7. Artifactural value (bindings, printing, significant 
inscriptions or marginalia, illustrations including those that 
cannot be adequately reproduced, etc.) 

* 5 27 
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IV. Implementation Considerations 

Standatd procedures are followed for withdrawal, relocation, repair, 
and replacement. Special considerations for brittle materials may 
include the following: 

A. Because of condition, a brittle item may be hald in a brittle book 
area until decision? are made or implemented or until funding is 
available to implement a decision. 

B. Retention decisions: 

1. If a copy is replaced, should the original be discarded? If 
retained, where? 

2. If a copy is replaced or withdrawn, should significant graphic 
material be retained? How should this material be kept, e.g., 
photocopy textual material and bind photocopy and original^ 
graphic material together, locate graphic material in Special 
Collections and note in online catalog, etc. 

C. Repi action decisions: 

1. How is the item to be reproduced - preservation photocopy, 
microfilm, microfiche, etc. Is any original material to be 
retained (See IV. B. 2 above) 

2. Reproduction should follow national standards. 

3. Reproductions should be inspected for quality (good resolution 
and density) and completeness* 

4. If reproduced in microform, information regarding the existence 
of a master negative should be recorded in a national data 
base. 

5. Proper storage of master negatives must be arranged. 
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UNIVERSITY OF CONNECTICUT LIBRARIES 

September 18, 1987 

TO: David Kapp, Acting Head, Government Publications Department 
FROM: Jan Merrill-Oldham 7*W\yD 



RE: Brittle G.P.D. mate 



trials 



As you know, we currently have no systematic approach to preserving the large 
numbers of brittle government publications that are regularly identified by our 
sta f and patrons. As a result, we are daily faced with a dilemma in 
Conservation, where brittle items are routed for treatment Our specific 
concerns are as follows: 



Concerns 



1. We have not developed a policy for dealing with brittle government 
publications once they have been identified, and are accumulating 
materials in the Preservation Office and the Government Publications 
Office. We don f t search for microform replacements on a routine basis, 
nor are we documenting problem titles in a systematic way. 

2. In cases where we have boxed or wrapped brittle volumes and returned 
them to the open stacks we have made no record of that fact, nor have we 
inserted a cautionary note in the volume for readers. 

The development of a policy statement and associated procedures is essential if 
the Preservation and Government Publications Departments are to communicate in 
a common language and move materials through the conservation and binding work 
flows expeditiously. 



Options 

We have several options for handling brittle government publications—even 
given that we cannot microfilm them at present. While some of the following 
suggestions require staff time that is not available, there are probably steps 
that we could take to improve our current practices. For example, we might: 

1. Search for microform replacements of certain titles. Perhaps searching 
could be done selectively, e.g., for large sets of very brittle 
materials . 



2. Develop a fih: containing bibliographic information for titles that have 
been identified as brittle. 

3. Construct protective enclosures for selected brittle materials using 
high quality paper and board, but structures that are as simple and 
inexpensive to execute as possible; label enclosures with care and 
handling instructions; and maintain a file containing bibliographic 
information for all br* .tie items that have been placed in an 




enclosure. (For successfully housing larger volumes, a phase box Is 
often the least expensive enclosure—although we could consider wrapping 
seldom-used items in alkaline paper and labeling wrappers.) 



4. We could reproduce selected brittle items having fewer than a designated 
number of pages (perhaps 100) onto alkaline paper, and make appropriate 
annotations on bibliographic records. 

Perhaps the following scenario and series of questions will serve as a useful 
focus for our upcoming meeting on this topic: 

Scenario for Handling Brittle Government Publications 
1 Brittle government documents are identified by patrons and staff. 

2. Materials are sent to appropriate bibliographers to determine whether 
they should be retained. 

* What information is gathered preliminary to making the decision to 
retain or withdraw? 

3. If a title is to be retained, an attempt is made to identify an 
available replacement copy (film, paper, or other medium). 

* What types of materials are worth searching for, based upon what 
G.P.D. librarians knrw about reprinting activity? Can guidelines be 
developed? 

* What sources should be searched for materials in the various 
collections (state, federal, foreign, and international) within the 
Department? Can searching guidelines be developed? 

4. If a title is to be retained and a replacement has been identified, a 
decision is made as to: a) whether to purchase the replacement and b) 
IT the replacement is purchased, whether to also retain the original 
copy. Assuming that we can f t always afford to purchase available 
replacement? : 

* What are the criteria for immediate purchase (e.g., heavy use, severe 
embrittlement of the original, replacement costs under a certain 
dollar amount)? Can guidelines be developed? 

* If a replacement is purchased, under what circumstances will the 
original also be retained? Can guidelines be developed? 

* If purchase of a replacement must be delayed, how will the embrittled 
original be treated, and what records will be kept? 

5. If a title is to be retained and no replacement is available: 

* How will the embrittled original be treated, and what records will be 
kept? 
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NATIONAL LIBRARY OF MEDICINE 
PRESERVATION SECTION 



HEAD 

PRESERVATION SECTION 



SECRETARY and 
H STUDENT ASSISTANT 



1 

1 










PROJECTS OFFICER 
LIBRARIAN 


BORROWING/REPLACEMENTS 
LIBRARIAN 




PRESERVATION EDUCATION 
LIBR'2IAM 



GAPPING/FOLD TESTS 
MICROFILM QUALITY CONTROL 



PRODUCTION CONTROLLER 



LIBRARY TECHNICIAN 



STUDENT ASSISTANT 



6 TECHNICIANS 
1 STUDENT 



Microfilming contract 



BINDING PREP CONTRACT 



August, 1988. 
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UNIVERSITY OF MICHIGAN LIBRARY 
PRESERVATION OFFICE 



Assistant Oirtctor 
Tfcbntcal Services 



Preservation Officer 



r 



Associate Preservation Librarian 



Replace/Reforaat 



Special Projects/ 
Rt starch 



Services 



Coopd/Ttch Operations 



Mellon 
Inttrn 



Supervisor 



kittle 
Books 



2 P 

Asst. Libn 



r 



Bindery Prtp 



Hicrof lining 



J PTW 



TW 



i TU 



1 TW 



23 PE 
clerical 



3 FT Ws 



4 P filters 



J PE 




J FTE 




1 PE 




1 FTE 




I library 


students 




studs 




studs 




studs 




associate 



Conservation 



2 P ass't. 
conservators 



Conservation/ 
Book Repair 



Conservator 



Book 
Reoair 



3 P 
binders 



'.25 PTE! 
IcVic'! 



2.5 ne • 
students 
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PRESERVATION DEPARTMENT 

Yale University Library 



ltd. Pres. Libn,LV 
Gay Walker 



Conservator, MIV 
Giseia Noack 



Supervisor, Mil 
Patricia Simon 



Bookbinder X 
Babbette Geinrich 



-L 



Bookbinder X, PT 
Joan Ziemann 



Supervisor, Mil 
VACANT 



Cons. Asst. VI 
Ed Tercyack 



Cons. Asst. VI 
dna Bowman 



/ Cons. Asst. V / 

£^ Barbara Kinlock/ 



Clk. Typist III (PT) 
Evangeline Kuc2ynki 



7 L 
7 L 



/ L 
1 L 
L 

7 L 



Bdg. Asst. Ill 
Pauline Orlando 



Bdg. Asst. Ill 
Pamela Council 



Bdg. Asst. Ill 
Virginia DuLac 



? 



Bdg. Asst. Ill 
Mary Romaniuk 



? 



Bdg. Asst. II 
Mary Agata 



Bdg. Asst. II 
Rosetta Sherard 



7- 



Bdg. Asst. IV 
Mark Aldrich 



Bdg. Asst. II 
Sandra Koenen 



University Funded 
Orant Funded 



/ Acq.Asst . V /- 
L j slots V&CANT / 



/Acq.Asst. VII r 
£_ VACANT _j 



'Acq.Asst. VII 
Stephanie Sherry 
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Acq.Asst. VI 
Van-Yen -luynh 



J 



-A 



Staff Sec. SGV 
Donna Brito 
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-j Pres. Admin. Intern j 
JJulie Arnott LI j 

^Acq.Asst. VI (PT)' 



f Debra Falvey 



/Acq.Asst. VI , 
l_ __VACANT_ _ _ 



Pres.Libn. LI 
Marcia watt 



jcataloger LI (PT)"' 
l_ VACANT _ 



/Acq.Asst. V *] 
/Acq.Asst. V / 

Z. An 9 eIa LL a Ei er J 



/Cat. Asst. VI (PT)^_ 
^ Roseann Rogers f 

j Photo. Asst. VI / 
/ Robert Ha 1 loran / 



/ 



Photo. Asst. IV 
Lucille Krista 

f Photo. Asst. IV 
Edith Smith 



n 



Prepared by: <2 l\j ilJU ■ 
8/30/88 
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THE UNIVERSITY OF MICHIGAN 

UNIVERSITY LIBRARY ANNOUNCEMENT OF VACANCY 



ANN ARBOR, MI 48109-1203 



Position*- 



SalaAu and Leave 



Aiytu to: 



ApptiaU<cn 
Deadline 



Associate Preservation Librarian 

Responsible ».or the management of the Brittle Book Replacement 
Office which includes procedures for grant-based projects and 
for the planning, implementation, and supervision of ongoing 
improvements in the brittle books program. In addition, the 
Associate Preservation Librarian is responsible for monitoring 
workflow, hiring and evaluating full-time staff, preparing unit 
plans and monthly reports, assessing budget and staffing needs, 
and managing materials funds for reprints and commercial 
microforms. Will also be responsible for preservation staff 
and user education program, for disaster planning and training 
in disaster recovery techniques and for advising selectors on 
replacement decisions. Assists the Head, Preservation Office, 
in writing reports and grant proposals and will manage the 
funds for presrvation supplies and equipment. 

Required : MLS Minimum of 2 years relevant experience in a large 
academic or research library. Successful supervisory 
experience including training and budget responsibilities; 
broad knowledge of preservation based on work experience, 
equivalent coursework, or related training; ability to plan and 
implement projects and to work independently; strong oral and 
written communication skills, demonstrated ability to * )rk 
effectively with staff at all levels, representatives of other 
institutions, and the public. 

Desired ; Reading knowledge of at least two Western European 
languages; familiarity with RLIN or OCLC database. 

Minimum salary of $23, COO dependent on previous relevant 
experience. 24 working days of vacation a year; 15 days of 
sick leave a year with provisions for extended benefits. 

TIAA/CREF Retirement Plan 

Lucy R. Cohen 

Library Personnel snd Payroll Services 
404 Hatcher Graduate Library 
The University of Michigan 
Ann Arbor, MX 48109-1205 

Applications received by July 15, 1988 will be given first 
consideration. 



THE UNIL'ERSITV OF MICHIGAN IS A N0N-DISCRI«IWATOW, AFFIRMATIVE ACTION EMPLCVZZ 
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UNIVERSITY OF MICHIGAN LIBRARIES 



DRAFT 



JOB DESCRIPTION/POSTING 



TITLE: 

SALARY: 

DUTIES: 



Cooi-rimator of Technical Operations iCTO) , 05 
* 1 6 , 000 - * 28 , 000 

Responsible for the coordination and daily operation of the 
preservation replacement operation which includes the RLG 
Cooperativa Preservation Microf i lmin g Project, the in-house 
brittle book replacement program for circulating materials, 
gr t-based filming projects, Interlibrary Loan and other 
out da request, for microfilm copies of owned materials. 
Duti s xncluoa hiring, training, and evaluating the work of 
-i.5 PTE staff and 2.0 FTE student hourly employees. Unit 
staff are responsible for: searching trade bibliographies, 
card catalogs and databases (RLIN and 0CLC) ; brittle book 
disposition decisions} commercial replacement ordering? 
preparing cost estimates for in-housc? microfilming and photo- 
copying; preparation of materials for in-house microfilming; 
fulfilling of ILL/outside patron microfilm requests; 
inspection, labeling and storage of master negatives; 
ordering of supplies an v ' equipment. Prepares monthly and 
quarterly narrative and statistical reports, budget 
estimates, unit plans, and other documents related to unit 
operations and expenditures, monitors the student hourly 
budget, replacement book funds, revises and streamlines 
procedures and wjrkflows, ensures that microfilm produced 
meets national quality standards. Reports to the Associate 
Preservation Librarian, represents the unit at regular 
meetings of Technical Services Unit Heads, assists in the 
preparation of surveys and samples as needed. Other duties as 
assigned. 



Q UALIFICATIONS* 

Required: Success-- i supervisory experience required. Some 
library experience required, preferably with bibliographic 
searching, acquisitions or cataloging in a large research 
library. Demonstrated oral and written communication skilly, 
ability to perform detailed work with accuracy and working 
inowledge of one European language required. 

Desiredi_ Bachelors degree desirable. 
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THE UNIVERSITY OF Mian G AN 



UNIVERSITY LIBRARY 
Announcement of vacancy 



t*Q3ting Week Of ; June 20, 1988 

Open Position Number; A068-OMB-P 



position ; 

oate of Vacancy ; 

ftities; 



Qualifications. 



Salary and Leave: 



Technical Library Assistant I, P&a 03, Preservation/Technical services 
Immediately 

Responsible for t^e daily management and coordination of the "brittle 
book replacement: program." Working with another project TLA, hire, train, 
assign and evaluate student assistants who conduct bibliographic 
searches, collate books, prepare bibliographic targets, and inspect 
microform replacements* Using technical knowledge of complex Library 
of Congress microfilming and targeting specifications, examine the work 
of student assistants and prepare filming instructions before sending 
books to the Microfilm Lab and insure that standards established by 
the Library of Congress are met. If necessary, order replacements for 
missing/mutilated pages through Interlibrary Loan. Oversee and coor- 
dinate the labelling and storage of first-, second-, and third-generation 
microfilms to previously established practices. Supervise or conduct 
RLIN searches for replacements, respond to patron inquiries, set realis" 
tic monthly workflow projections, prepare monthly reports and ensure 
that the program proceeds in a smooth and orderly fashion. Evaluate 
condition and use of books in making independent disposition decision.*. 
Perform miscellaneous tasks as assigned, including creating training 
documentation* Responsible for carrying out Inter library Loan Depart- 
ment requests for microfilming* 

Required : Previous library experience, preferably in a research library. 
Previous supervisory experience. Associate's degree or equivalent 
combination of education and experience* Demonstrated interpersonal 
skills and the ability to work and communicate effectively with others. 
Demonstrated ability to perform detailed work with accuracy. 
Desired : Experience in searching' bibliographic databases (i.e., OCLC, 
RLIN); experience in bibliograf* Ic searching or acquisitions; knowledge 
of at least one Western European language; P ache lor *s degree. 

$13,300 minimum yearly salary; 5 day work week of 40 hours, 96 working 
hours of vacation a year; 15 days of sick leave a year, with provisions 
for extended benefits. 



Retirement Provisions ; TIAA/CREF Retirement Plan 
Apply to ; 



Employment and staff Development Office 
1020 LSA Building, 500 S. State 



Application Deadline ; 5;00 p.m., Friday, June 24, 1988 
Vice; Goldstein 



THE UNIVERSITY OF MICHIGAN IS A NON-DISCRIMINATOR? , AFFIRMATIVE ACTION EMPLOYER 



ERIC 
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National Library of Medicine 
Preservation Section 

Library Technician i 1-5 

I. INTRODUCTION : 

The incumbent of this position serves as a library technician in 
the Preservation Section, Puclic Services Division, Library 
Operations, National Library of Medicine. The function of the 
Section is to direct the implementation of and to provide a 
focal point for the National Library of Medicine's Preservation 
Plan. This includes in-house and contract activities relating 
to the preservation of NLM 1 s collection; staff and user training 
in careful handling of materials; and recommending needed 
research projects to NLM senior management for approval. 
Liaison is maintained with involved library community 
organizations, and with the Na:ional Library of Medicine's 
History of Medicine Division's specialized preservation 
activities, as well as with 'che appropriate research staff cf 
the Lister Hill National Center for Biomedical Communications. 

II. MAJOR DUTIES AND RESPONSIBILITIES : 

Based on knowledge of the standardized rules, procedures, and 
operations established for the clerical processes in the 
Preservation Section, skill in quality control procedures for 
for microfilm, skill in using computer terminals to input or 
retrieve database items, and skill in recognizing bibliographic 
information on documents in one or more foreign languages, the 
incumbent serves as a Library Technician in the Preservation 
Section. PSD, Library Operations, National Library of Medicine, 
NIH. As such, applies a knowledge of the full range of 
technical support work to the performance of day-to-day tasks in 
the Preservation Section. Typical tasks include, as examples, 
the following: 

1. Performs quality control inspection of microfilm produced 
on contract or purchased from commercial dealers. Uses 
densitometer, microscope and microfilm reader to check microfilm 
to verify correct title, series, edition, and to ensure film 
completeness and acceptable technical quality. Recommends 
unacceptable materials to supervising librarian for rejection. 

2. Assists in the maintenance of the physical collections by 
determining missing items through systematic gapping. 

3. Locates and examines serials, monographs and other items 
required for preservation activities and/or condition studies: 
such searches being complicated by such thing as unidentified 
title changes, or foreign language citations. Performs simple 
brittleness tests and notes the condition of the binding, pages, 
etc., of items requiring repair or treatment. 
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4. Performs searching and other duties which require a 
knowledge of the Library's holdings and bibliographic search 
techniques, both manual and on-line. 

5. Processes, inputs and maintains records in the manual and 
automated files for which the Preservation Section is 
responsible. 

6. Maintains statistics and prepares reports. 

7. Performs other duties as assigned. 

The decisions regarding what needs to be done require the 
incumbent to use* judgment in applying regulations and procedures 
or referring a problem to the supervisor. There are numerous 
clerical steps to be followed to carry through an assignment, 
many steps involving skill in using computer terminals to input 
or retrieve information, as well- The work product and services 
support the needs of clientele and affect the accuracy and 
reliability of further services or products provided by the 
Library. 

Personal co ntacts may be with contractor personnel and with 
professional and technical library information services staff, 
both within various areas of Library Operations or in outside 
organizations. The purpose of the contacts is to provide, 
obtain, exchange, clarify, or relay information, fro,n simple 
directions to explanations of Library rules and complex 
procedures. 

SUPERVISION AND GUIDANCE 

Works under the general guidance of the Special Project Officer, 
Preservation Section. The supervisor make* assignments by 
providing general direction as to objectivts, priorities and 
deadlines; detailed instructions are provided for new 
procedures. The supervisor assists the incumbent with difficult 
problems. The incumbent is expected to carry through on 
day-to-day tasks according to established procedures, working 
within quantitative, as well as qualitative performance 
standards as applicable, Compl ted work is reviewed for 
technical soundness and conformance to procedural and policy 
requirements. Library Operations policies, rules, procedures, 
and instructions have been established. The incumbent is 
expected to use judgment in recognizing and referring to the 
supervisor such matters as significant deviations or instances 
in which regular procedures cannot be used. 

OTHER SiGNIi T CANT FACTS 

Incumbent should be experienced with automated library retrieval 
systems. Experience locating and shelving material in the NLM 
or equivalent library collection is desirable. Incumbent should 
have experience inputting data into an automated system. 




Yale University 



Lthary Personnel Offuf 

rO. Box i6oja YaleSiatton 

New Herat, Ccnutituut 06^20^29 



Campus aadicu 

Staling Manorial Library 

120 High Street 

Telephone: 

2oj4y'i$io 



CATALOG LIBRARIAN , Preservation Division, Sterling Manorial 
Library 

Minimum rank: Librarian I 
THREE-YEAR TERM APPOINmhNT 
20 rZyjSS PER WEEK 



Responsibilities : Under the general direction of the Head Librarian, 
Preservation Department, and th-" 1 Head, Preservation Division, manages the 
record conversion activities of a staff of 7*5 support staff in monograph? and 
serials in Western European languages. Oversees the creation of machine 
readable cataloging records for monographs and serials based upon existing 
catalog records, editing them as necessary to conform with local and national 
cataloging standards. Trains staff in record creation usihg the RLIN or other 
automated sybtem and the encoding of data for both catalog and preservation 
needs. Initiates the resolution of cataloging problems directly or in 
consultation with appropriate Catalog Department staff. Revises the record 
conversion work of the support staff. Devises training aids. Proposes 
routines or revision to streamline processing of titles in the database. Acts 
ar liaison with the Catalog Department. May oversee the transition fron one 
automated system to another. Participates in discussions with the Department 
and Division heads and the project implementor on the progress of the work. 
Helps nonitor progress of the project work. May write reports on the record 
conversion portion of the project. Directs the work of a part-time cataloging 
assistant for the project. Performs similar duties as assigned or as required. 
Participates on committees and in other professional activities 

Qualification s: MLS degree from an ALA-accredited library schoc. Preference 
will be given to candidates with seme knowledge of one or more Western Europe* a 
languages; Joicwledge of current cataloging coria; familiarity with Library of 
Congress rule jjiterpretations, subject heading and classification practices; 
cataloging experience in RLIN; familiarity with preservation microfilming. 
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YALE UNIVERSITY LIBRARIES 



THIS IS A TEMPORARY THREE YEAR POSITION 
Req. //L0158A 

Catalog Assistant V (Level B) 
Preservation 

Normal Work Schedule: Monday - Friday, 8:30 a.m. - 12:30 p.m. 

20. G hours per week 

Under the general supervision of the Catalog Librarian, corrects cards and 
records, both manually and online. 

1. Inputs and updates records in the cataloging database for 
monographic and serial records for books and microfilms in 
Western European languages. 

2. Files catalog cards. 

3. File search and assign shelf-list numbers. 

A. May search and correct headings that are incorrect. 

5. Pull cards and do other cataloging tasks. 

6. Searches headings and do authority work. 

7. Revises cataloging work. 



QUALIFICATIONS: 
Required : 

1. High School diploma. 

2. Two years experience in a library or equivalent combination of 
expereince and training. 

3. Working knowledge of one or more Western European languages. 

Preferred : 

1. Familiarity with database and/or Cataloging at Yale. 

2. Ability to perform tasks accurately and consistently. 

3. Ability to work independently and select tasks appropriately and 
logical ly. 

4. Ability to interact well with others. 

5. Familia'rity with RLIN database and cataloging. 
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PLEASE NOTE: TOIS IS A TEMPORARY 3 WAR POSITION 



L01591 

Aoquisitlons Assistant VII (gracie 00) 
Preservation Division 

Norsal Work Schedule: Monday - Friday 8:30 a.m. - 5:00 p.m. 
37.5 hours per week 

Under the moderate supervision of the Head, Preservation department searches, 
catalogs on RUN, prepares books for microfilming, inspects film, designs forms 
and directs the work of students. 

1. Searches in library catalogs, the KLIN database, current and 
retrospective trade bibliographies, and microfilm listings in 
English. 

2. Prepares volumes for microfilming by checking for 
completeness, producing bibliographic targets on the computer, 
and typing forms, toy request Inter library Loans to complete 
incomplete titles. 

3. Inputs and updates records in RUN and interacts with the 
Cataloging Department. 

4. Packs books for shipment to the fi brers. Delivers books and 
retrieves books and film from the Microfilming unit. 

5. Inspects films for quality and completeness. 

6. Checks the shelf list and reproduces cards for specific titles. 
May pull cards. Assigns nuTbers to microfilm reels. labels 
film boxes. 

7. Checks volumes in the stacks and retrieves them for filming. 
Charges in books and updates U*> records on the GEAC' terminal. 

8. Fills out forms and maintains statistics on the project. 

9. Directs students in carrying exit work assignments. 

10. Designs forms and other aid*.; may use the oc;mputei fox these 
activities. 

H. Directs and schedules work of other C&T staff in grant 
project . 

12. Answers questions and nuy problem solvr foi unit 

13. Schedules work on computers. 

14. Interacts as point person with microt i limn*} unit aivi vendor, 
other Preservation projects and staff . 

15. Performs additional rvtaltd duties as lwpnrvd 

QUALIFICATIONS: 

t tequired : 

High school diplara 
2. Three years expfri<»rv <• with liM.iiy woiV in VA ,t<iu i.un)|v,in 

language nvitej iaK or t<juiv«il<<-iif < imbiiwit v »n <»< irl<*v«uit 

experience aixJ ti,n uwj 



L01591 



requisitions Assistant VII (grade 00) 
Preservation Division 

J. Light typing. 

4. Demonstrated ability to work effectively and efficiently with 
colleagues in a close environment and proven ability to work 
ixrfependently. 

5. Previous work experience must demonstrate accuracy, 
consistency and dependability in performing work assignments 
and in following detailed procedures. 

6. Bibliographic searching experience. 

7. Knowledge of KLIN and cataloging. 

8. Working knowledge of one or more Western European languages. 
Pre ferrv 

1. Sti^ $ reading knowledge of French, with Spanish oi*i I tali. in 
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YALE UNIVERSITY LIBRARIES 



PLEASE NOTE; TEMPORARY 3 YEAR POSITIONS 

THERE ARE 6 POSITIONS AVAILABLE 

Req. #L015o5/i?L01586/tfL0155r/^L0158e/*L0l589/*L0l590 

Acquisitions Assistant V (grade 06) 
Preservation Division 

Normal Work Schedule, Monday - Friday 8:30 a.m. - 5:00 p.m. 

37*5 hours per week 

Under the moderate supervision of the Head, Preservation Department, 
searches, catalogs on RLIN, prepares books for microfilming, inspects film, 
and directs the work of students. 

1. Searches In library catalogs, the RLIN database, current and 
retrospective trade bibliographies, and microfilm listings in 
English. 

2. Prepares volumes for microfilming by checking for completeness, 
producing bibliographic targets on the computer, and typing forms. 
May request Interlibrary Loans to complete incomplete titles* 

3. Inputs and updates records in RLIN and interacts with the Cataloging 
Department. 

4. Packs books for shipment to the filmers. Delivers oooks and 
retrieves books and film from tpe Microfilming Unite 

5. Inspects films for quality and completeness. 

6. Checks the shelfliot and reproduces cards for specific titles- May 
pull cards* Assigns numbers to microfilm reels. Labels film boxes. 

7. Checks volumes in the stacks and retrieves them for filming. Charges 
in books and updates the records on the GEAC terminal. 

8. Fills out forms and maintains statistics on the project. 

9. Performs additional related duties ?.s required. 



QUALIFICATIONS : 
Required : 

1. High school diploma. 

2. Two years of library experience, or equivalent combination of 
relevant experience and training. 

3. Ability to rush heavy book trucks, pull books from stacks, and pack 
books in boxes. 

Preferred : 

1 . College training. 

2. Familiarity with microfilm and book preparation for filming. 

3. Bibliographic searching experience. 
'I. Knowledge of RLIN and cataloging. 

5. 'orking knowledge of one or more Western European languages. 
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DEPARTMENT OF HEALTH & HUMAN SERVICES 



Public Health Service 
National Institutes of Health 
National Library of Medicine 



Memorandum 



Date 



December 31 , 1986 



From 



Head, Preservation Section 



mm 6 



Subject 



Preservation Microfilming Priorities 



To 



Chief» Public Services Division 



As agreed during our meeting on IS/16/86 wi th the Associate Director , 
Library Operations) the Preservation Section will proceed to film brittle 
materials in the following general order of prio r ity: 



1) Brittle aerials indexed in Index Medicus- 



£?) Brittle serials in NLM corfc subjects currently indexed in other NLM data 
bases. 



3) Brittle serials in NLM core subjects currently indexed in other major 
abstracts (e.g., Excerpta Medica , BIOSIS , Chem Abstracts, Psych Abstracts ) . 



<*) Core subject brittle serials held in the U.S. only by NLM. 

5) Refraining brittle NLM serials in core subjects. 

6) Brittle monographs in NLM core subjects. The Collection Development 
Officer and Chief, History of Medicine Division will assist in determining 
the order in which subjects will be filmed and the types of materials to be 
ere luded • 



cc : Associate Director, LO 



Chief, TSD 
Chief, HMD 
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APPROVED AUGUST 1988 



NATIONAL LIBRARY OF MEDICINE 
PROPOSED PRIORITIES FOR PRESERVATION MICROFILMING OF MONOGRAPHS 

ift^ National Library of Medicine monograph collection numbers in excess of 
575*000. Of that number , preservation surveys indicate that some 12.8*/., 
representing about 73,000 volumes or 22,080,000 pages, is embrittled and in 
need of preservation microfilming. The current preservation microfilming 
contract provides for the microfilming of 35,000,000 pages over a four-year 
period. The majority of those pages will be devoted K o serials. 
Consequently! a more detailed priority schedule has been developed to 
provide a structure within which to queue embrittled monographs in the NLM 
collection for preservation microfilming. As pa'rt of NLM's regular 
preservation program* approximately 4,000 brittle monographs have already 
been filmed. 

Underlying the priority scheme are the following assumptions: 

* all embrittled monographs published between 1800 and 1950 in all 
core collecting areas, as defined in the Collection Development 
Manual i will be filmed; in addition embrittled monographs which 
are historically important - t in disciplines which, under modern 
definitions, may no longer oe considered "core" biomedicine, will 
be filmed; 

# the age and condition of the item govern its priority in the 
microfilming queue; 

* item-by-item preservation microfilming decisions will not be made 
for monographs, except as noted in 2c below; 

♦ monographs in the following categories will not be filmed: 

C1D materials which are heavily illustrated in color, pending 
development of more effective color microfilming or other 
preservation technology; these titles will, however, be 
identified and bibliographic records annotated; 

C2D theses and pamphlets, which together include approximately 
450,000 items, will not be queued for microfilming until item- 
level bibliographic control is available; 

[3D multiple copies of the same item; only the "best" copy 
available in the collection will be filmed; 

titles for which preservation quality microfilm is already 
available, either commercially or from another institution. 

N.B. Items in categories C1D and [23 which are in such poor 
condition that immediate attention is warranted may be queued 
for preservation microfilming, 

♦ funding to continue the preservation microfilming program at NLM 
will be included in future budget requests. 
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Given the above assumptions , monographs will be f med in the following 
•order: 

Priority 1: Embrittled Monographs Published Between 1301 and 1914. 

la. monographs published in the United St s between 1801 and 1900 in UZ 
570 of the National Library of Medic ne ck sification schedule; 

lb . all other monographs published between 1801 and 1914. 

Materials in this category have been selected for initial microfilm queuing 
for the folio* ng reasons: 

* this category contains the highest percentage (48.57.) of brittle 
monographs within a readily identifiable collection category; 

* this category contains the oldest brittle it&ms in the 
col lect ion; 

* these monographs are physically together, allowing for the most 
efficient personnel and work flow. 

Priority 2: Embrittled Monographs Published Between 1914 and 1950. 

Modern monographs will be filmed in the following order: 

2a. monographs in Medicine and Related Subjects in classification numbers W 
through WZ; 

2b. monographs in Preclinical Sciences in classification number QS through 
QZ; 

2c . m onographs in Library of Congress classification numbers which f '_e 

reg arded, currently or historically, as important to co r e biomedicine. 
Within category 2c, the initial filming effort will focus on those 
aspects of these subjects which are collected comprehensively. 

Queuing for preservation microfilming using a priority scheme based on the 
NLM and LC classification schedules is proposed for the following reasons: 

* embrittled modern monographs in core biomedicine will be filmed 
first; 

* the number of core biomedical titles diminishes with eacf 
category, maximizing the number of large segments of the 
collection which can be identified for preservation microfilming* 
and minimizing the number of items for which item-by-item 
decisions must be made; 

* filmed titles will be grouped by subject, facilitating subject 
access by users. 
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COLLECTION DEVELOPMENT DEPARTMENT 
CB# 3916, DAVIS LIBRARY 
THE UNIVERSITY OF NORTH CAROLINA AT CHAPEL HILL 
CHAPEL HILL, NORTH CAROLINA 2753S 

July 6, 1988 



MEMO TO: Jack Shipman 

FROM: The bibliographers 

RE: RECOMMENDED STRATEGIES AND P. 



.JTIES FOR PRESERVATION 



Preservation is a central collection management responsibility. 
Within the expanded preservation program, the bibliographers have 
developed the following strategies and priorities to enable them 
to review all the collections in Davis Library and the humanities 
and social sciences collection.* in Wilson Annex as part of a 
systematic preservation effort for the Academic Affairs Library. 

I . Long-term preservation projects 

The bibliographers will examine books and serials in their 
subject and geographical areas in all Library of Congress 
and Dewey classes for which they are responsible. This is 
part of a decade-long project to review all collections in 
the main stacks of Davis Library and the social sciences and 
humanities collections in Wilson Annex in terms of 
preservation, transfer or discard. (They began this review 
in the fall of 1987. ) 



Schedule of 
preservation 

LC Class 



Z 

E, 

C, 

P 

B 

A 



F 
D 



(except for BF) 



review of humanities collections for 



S ubject 

bibliography 
American history 
world history 
literature 

philosophy and religion 
generalities 



Schedule of review of social sciences collections for 
preservation 

LC Class Subjec t 
R medicine 

! J» V military and naval sciences 
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z 


bibliography 


L 


education 


K 


law 


J 


political science 


H 


business and social sciences 


G 


anthropology and geography 


BF 


psychology 


A 


general it ies 



I 1 . Intermediate preservation projects 

The bibliographers will begin with the Dewey collections, 
based on the likelihood that these classes will have a high 
proportion of titles published between 1860 and 1920 on 
acidic paper. Within these areas they will concentrate on 
identifying serials and multi-volume sets titles that meet 
continued curricular and research needs . 



Schedule of 
preservation 

Dewey Class 



review of humanities collections for 



Sub.iect 



800-899 
900-999 
400-499 
200-299 

100-129, 140-149, 160-199 
000-099 



literature 

history 

language 

religion 

philosophy 

generalities and journalism 



Schedule of review 
preservation 



of social sciences collections for 



D ewev Class 



Subject 



300-399 
650-689 

130-139, 150-159 
640-649 



social sciences 
business and industry 
psychology 

domestic arts and sciences 



III. Immediate preservation projects 

During the month of July, 1988, all the bibliographers will 
be involved in a project to identify serials, multi-volume' 
sets and monographs in need of preservation in the Dewey 800 
class (language and literature). The responsibilities are 
assigne as follows : 



Dewev Class 



Bibl iog rapher 



800-809 
810-819 
820-829 



Dominguez 
Dominguez 
Domingue2 
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830-339 
840-849 
850-859 
860-869 
870-879 
880-889 
890 



Rutledge 
Rutledge 
Rut led j 
II gen 



Ilgen 
Ilgen 



891 



Rutledge 
Zilper 



892-895 
896 



Martini A ae 



897 



Swindler 
Dominguez 



IV. Library-wide Identification of Items for Preservation 

The bibliographers will continue to preserve or replace 
damaged or lost items as they are called to their attention 
by staff and users. 

In order to increase the range of library-wide participation 
in preservation, the bibliographers have asked staff in 
Technical Services to identify new and reclassed titles in 
need of preservation. The book inspector in Acquisitions, 
the copy catalogers, the serials catalogers and the reclass 
staff have all expressed their willingness to perform £ fold 
test on titles at risk and inform the appropriate 
bibliographer of volumes in need of preservation. In Public 
Services the Inter-Library Borrowing office and the 
Circulation Department are also identifying brittle or 
fragile items for preservation review. 

V. Preservation Database 

GiveiD the sheer magnitude of these preservation projects, 
the Collection Development Department needs to develop a 
microcomputer database to keep track of them. This database 
would list titles requiring preservation, record decisions 
taken regarding them, and generate collection management 
reports. It would allow staff to enter the bibliographic 
citation only once and to produce search forms from the 
database . 
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PROCEDURAL GUIDELINES 



WORKFLOW 
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UNIVERSITY OF MICHIGAN LIBRARIES 



MANUAL 

BRITTLE BOOK REPLACEMENT PROGRAM 
Table of Contents 



1 . I n troduc 1 1 on 

2. General Policy Statement 

3. Performing the corner— fold test 

4. Stacks Office Review 

5. Cataloging Department Review 

br i 1 1 1 e on arr i val 
non-br i 1 1 1 e i terns 

•5. Labelling Department Review 

7. Charging books on 6EAC 

wi th barcodes 
wi thout barcodes 

8. Sending books to Book Repair 
Referring books to Conservation 

10. deferring books to Rare Book Room 

11. Creating search forms 

12. Sear ch i ng 

publ i c catal og 

MRR catalog 

NUC 

OCLC 

RLIN 

trade bibl iographies 
foreign b i b 1 i ogr ap hies 
condi t i on rati ngs 

13. Reviewing and summarizing search forms 

14. Se 1 ec 1 1 on 

by TLA 

by subject selectors 

15. Do not replace decisions 

14. Order commercial replacement decisions 

17. Order commercial replacement procedure 
sending for price quotes 
de s i de rata list 
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pi ac i ng orders 
undesirable publishers 
approval plan reprints 



13. 

19. 
20 . 



21 . 
22. 

23. 
24. 
25. 

26. 
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Produce Archival Re print decisions 
order i ng pr ocedur e 
receiving and inspection 

Produce Preservat j on photocopy dec i s i on 
binding 

Send -for -filming decisions 
queuing 
col 1 at i on 
col 1 at i on rev i ew 
pr epar i ng catalog card tar ge t 
preparing bibl lographic target 
preparing special credit target 
monogr aph pr oc edur e 

pr epar i ng list o-f i rr egu 1 ar i t i e z 

preparing inspection sheet 

separating monographs 
serial procedure 

calculating volumes per re* 1 

preparing contents sheet 

prep^^ing inspection sheets 

prep**r i ng vol ume targe ts 

prepar i nc, number targe ts 

in-house -filming desiderata list 
sendi ng vol umes -for -f i lmi ng 

Making interl ibrary loan requests 

Receiving commercial orders 

•film and reprint inspection 

Receiving completed in— house -filming 
check i ng in books 
■film ; nspec 1 1 on 

D i spos i t i on dec i s i on^ 

commerc tally repl aced ool umes 
i n— house t i lmed vol umes 

Carrying out disposition decisions 
re turn to stacks 
trans-far to Buhr 
wi thdraw 

send to 8ook Repair 

Discharging books -from 6EAC 
6L stacks volumes 
Buhr hoi d i ngs 

book*: returned -from Book Repair Conser vat * on 




27. Other uses -for GEAC 

checking on circulating items 
p 1 ac i ng hoi ds 
cance 1 1 i ng hoi ds 
renew i ng i terns 

28. Keceiving overdue notices 
2r\ Handling emergencv items 

30. Handling patron requests 

31. Handling re + errals -from other 1 ibrarv departments 

32. Student assistants 

hiring 

time cards 

col 1 ege work— study 

payrol 1 worksheets 

hour 1 y spreadsheet 

rules & regulations 

33. Stat i st i cs 

what we record 
when we r ecord i t 

statistics -from other departments 
mon th 1 y report 

34. Handling Preservation emergency situations 



Appendices & Illustrations: 
brittle book workflow 
Rare Book Room gu i de 1 i nes 
organ i za t i on * 1 char t 
anatomy of a search -form 
sample -forms of all sorts 
sampl e spre adshee ts 
pol i cv statemen ts 

glossary common abbreviations, acronyms, confusing terms 
guide to marching sources 
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1. INTRODUCTION 



The Br i 1 1 1 e Book Rep 1 acemen t Program i s an on-go ing project -funded b> the 
University Library of the University of Michigan. The goal of the program is 
to replace, m a Preservation quality, durable -format, all brittle volumes 
deemed of importance to the Univers'ty o-f Michigan Collection. 

The P am i s a c i r cu 1 at i on— based one. This means tha^ only items with 
demc ted evidence o-f jse will be considered. Demonstrated evidence of use 

means hat an item has circulated, been recently shelved, been recently 
photocopied, used by a patron, used by a -faculty member, used by a subject 
selector or purchased. The current rources o-f such materials are, stacks 
o-f-fice, labelling department, cataloging department, inter 1 ibrar/ loan, book 
repair unit, and walk — in patron and sta-f-f referrals. 

Replacement decisions are made by the Preservation O-f-fice staff, and subject 
selectors -from various areas o-f vhe library. The University o-f Michigan 
subject selectors are all librarians on sta-f-f in the Graduate or divisional 
libraries. In selecting items tor replacement, a great effort is made to 
consider the availability and quality o-f commercial replacements, the 
availability and quality o-f replacements produced by other academic 
institutions, the national importance o-f the item, the local importance o-f the 
i tern (to the U o-f M collection), the condition o-f the item, the arti-factual 
importance o-f the item, and the recommendation o-f the subject selector. This 
information is gathered in searching commercial and academic bibliographic 
sources, national on-line databases, local card catalogs, and in review b» 
subject selectors and Preservation 0-f-f ice staff. Disposition decisions on 
replaced items are also made by carefully considering the above information. 

This manual is designed to be a step— by— step procedures manual. Each sect-on 
describes the context of the task, who will perform the task, what toois are 
needed, and refers the user to Appendices that provide additional 
information. Samples of forms used will be included in the sections as 
appropriate. This manual is intended primarily for the use of the Project 
Technical Library Assistant, as a training tool and for reference in da i 1 » 
wor k . 
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Preservation Deeision-MaKing 
A Descriptive Model 



The Preservation Division is responsible for the preservation of mate- 
rials or their intellectual content in the research collections. Titles 
handled by this Division are identified primarily through the Circulation 
process. Materials returned from circulation with physical problems or those 
screened out at the point of circulation are sent to the Division several 
times a week. Division staff screen these materials for any that may be 
sent to a library binder; the rest are charged out to the Division, are 
searched, decided upon, and processed, all to provide either the books or 
the reformatted information back to the readers as soon as possible. While 
the books are in the Division, readers have continuous access to these high- 
use titles, and agreements are made from time to time to allow items to be 
used within the building at night or on weekends and, in very unusual 
circumstances, to be taken out briefly for a specific purpose. 

The Options 

A deteriorated book from the Yale collections represents only a small 
part of the information needed to make an educated decision about that book 
in relation to the rest of the collections and the larger academic context. 
At least ten options exist at present with regard to any book in the system, 
and it is the subject specialist's responsibility to make the most appro- 
priate decision to deal v"* u * he physical problems associated with that book 
while still maintaining ^nt access to the information contained 

within the text and, in ma " cases, the original ite^ (to retain its bind- 
ing, marginalia, decorations, bibliographic make-up. clues to its printing, 
and so on). The ten options available to the subject specialist are the 
following: 

1. Replacement with a commercially available reprint or new edition. 

2. Replacement with a commercially available microform (usually with 

the same edition). 

3. Reproduction and subsequent replacement with a preservation photo- 

copy produced in-house by Preservation. 

4. ReproductiDn and subsequent replacement with a microfilm produced 

in-house in the Microfilming Unit. 

5. Withdrawal from the collection without replacement. 

6. Transfer to another collection within the system. 

7. Commercial binding/rebinding by an external binder. 

8. Minor repair or placemept in a wrap-around or new storage con- 

tainer, usually by Conservation. 

9. Major repair by Conservation. 
10. Reshelve as is. 

The variations cn these ten options include retaining the original volume 
with any of the decisions #1-4 and either sending it to a colle ; on with 
restricted use or adding the replacement and maintaining the original tied 
up or in a wraparound for as long as possible. 

The arch 

The information gathered during tho soarch phaso to fariKtate doci- 
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sion-making on each item includes the following: 



fro the Card Catalog Search : 

The correct catalog entry if this is not available from the 
title-page of the book in hand. 

2. The dates of the author so that posthumous editions may be 
identified if necessary. 

3. Whether or not there are other titles by this author. 

4. Whether there are collected works by this author that include 
the individual title in hand. 

5. Whether there are other editions of this work held in the tele 
system; if so, their locations, call numbers, dates cf publication, numbers 
of volumes, and differences from the work in hand (i.e., edition numbers 
illustrators if the one in hand is an illustrated work, and imprint informa- 
tion). 

From the Bibliography Searc h: 

1. Whether or not this exact edition has been reprinted; if so, 
all the ordering information is noted—if not, other editions with their 
ordering information are listed. Sources checked include Guide to Reprints 

Boo^s in Print, Books on Demand , Forthco- ing Books if needHbeTand" The 

national trade bibliographies for the appropriate countries. 

2. If the work is not available in hard copy, information con- 
cerning microforms is obtained with thei>- ordering specifics. Sources 
checked include Guide to Microform s in Print, Serials in Microfilm. National 
Kggister of Microform Masters, the New York Public Negative Master shelflist 
on fiche, and the RLG Un\on Catalog of Microform Masters on fiche. 

From the Stack Check : 

1. Tiie physical condition is noted of all other editions, 
volumes, and/or copies of the title; those that are in poor condition are 
pulled, charged, and placed with the one in hand. 

2. A scholarly edition in good shape may also be pulled to show 
an example of what would remain if any of the deteriorated editions were 
withdrawn. 

From the Review Session : 

1. Information from the book in hand that is apparent to the 
subject specialist, including such things as the use according to the date 
due slip at the back, the extent of the deterioration based largely on paper 
quality (folding a corner of t!ie paper might be used as a test), the size of 
t..e work, and those areas where the expertise of the subject specialist is 
exercised, -.g., the importance of the author and this work to the collec- 
tion and to the scholarly community, and whether this particular edition is 
ot special, significance (including the significance of any illustrations, 
notes, marginalia, ownership marks, the printer, maps, binding, and so on). 

2. Cost of the in-house reproduction options from the Preserva- 
tion staff member aiding in the review; time estimates. 

3. Whether repair is appropriate and the difficulties and general 
cost estimates for that repair from the Preservation staff. 

4. A brief, general discussion of options possible, usually 
initiatjd by the subject specialist. 
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Considerations in Making Decisions 



The decision must take into account the following considerations: 

1. The quality of the paper, whether brittle or flexible, 

2. The relationship of the deteriorated items to the rest of the 
Library's holdings of that title (is it the first? most recent? are all its 
contents contained in other editions? does it have unique inf ormation/illus- 
trations of importance tc the collection? is another copy held in the rare 
book collection?), 

3. Is the it en 1 valuable/rare/scarce/unique/significant nough, 
even though deteriorated, to merit offering to a rare book collection? 

4. her the item must be tained at all or may be withdrawn 

outright. 

5. " Lt is to be withdrawn, is the library book sale an accep- 
table disposal route or is »*he item worthwhile enough to be offered to a 
dealer? 

6. If to be retained, should uhe item be maintained in the origi- 
nal format (given the cost for the appropriate repair for that item) or 
replaced to retain the intellectual corxent only? 

7. If to be maintained in the original format, does it deserve a 
full repair or a minor repair/wrap-around protection ( e., how valuable is 
it and what would be a reasonable limit to place on repair costs? This 
question is obviously tied together with the paper quality; the more brittle 
the paper, the more valuable the item must be to justify full repair and 
maintenance as an object.) 

8. If it may be replaced, should the item be maintained in hard 
copy or xeplaced in microform? 

9. If it is to be retained in hard copy, is a reprint available 
and, if so, is it an acceptable reprint/edition? (Some reprinters are to be 
avoided; sometimes newer editions are acceptable replacements for older but 
undistingdished editions.) Is the price reasonable? 

10. If an acceptable reprint is not available, is a preservation 
photocopy acceptable? (Would loose plates resulting from in-house repro- 
duction require the new work to be cataloged for Zeta? Is the quality of 
reproduced illustrations acceptable? Will the page size work with photj- 
copying?) 

11. If the work may be replaced with a microform, is one available 
commercially of the same edition? Would another edition suffice? Is the 
format of the microform accep^^le for Yale Microtext equipment and our 
standards? Is the price reasonable? 

12. If a commercially available microform is not available, is 
the cost of an in-house microfilm acceptable? 

Underlying Assumptions 

The following assumptions underlie these decisions: 

1. A decision should oe made on an entire title at once to avoid duplica- 

tion of searching effort when other deteriorated editions are used and 
then sent to Preservation. 

2. The subject specialist should attempt to make a permanent decision 

whenever possible so that the same deteriorated items do not keep 
reappearing in yet worse condition (and finally as fragments on the 
floor) . 

3. Unique information is generally maintained in the collection. 
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4. Items valuable primarily as objects should be protected from use when 

they become deteriorated, either by transfer to a rare book collection 
or by restricting use in a locked cage area, 

5. The quality of the paper is of paramount importance when deciding 

whether a volume may be repaired or not, 

6. Microform replacement is often acceptable for deteriorated newspapers 

originally published on newsprint paper, unillustrated periodicals, 
long runs of published government documents, and little-used materials 
in all fields, 

7. There are many reasons for retaining library materials in their original 

format* and the considerations listed in the RLG "Bock as Object" 
document, immediately following this paper, should be V 3pt in mind when 
making decisions. 

Option Implementation 

/ifter decision-making, the option chosen is carried out by the Preser- 
vation Division personnel. Those options entail the following: 

1, Replacement by commercially-available reprint or microform: original 

volumes are placed on the "Replacement Shelves" in Preservation; cost 
e&cimates are obtained where necessary (this may entail checking with 
the suDject specialist when the price is known); order cards are typed 
marking all the appropriate boxes, including an indication of the fund 
account; order cards are checked on the IPL to ensure that no other 
order has been placed that does not yet appear in the card catalog; 
expensive orders (over $500) are annotated as to the rationale for the 
order; completed orders are sent to the Head of Collection Development 
for review, checked with the Library Director where necessary, and 
sent on to the Head of Acquisitions for placement; cataloged r^print^ 
received are compared against the originals to ensure the presence of 
all information/illustrations (microforms of exactly the same item are 
not checked); volumes being replaced are discarded by removing or 
marking out ownership marks and date due slips and by stamping each 
with a "discard" note before their trasfer to the Gifts and Exchanges 
unit; each shelf list card, which should have been bounced upon the 
cataloging of the reprint/microform, is checked approximately six 
months later and again in a vear, when it is pulled, annotated, and 
sent to Cataloging if it is still there. 

2. Reproduction by .n-house preservation photocopy: books are placed on 

the photocopy shelves (rush items w .»^ld be placed on special shelves 
for immediate copying); books with in opening measuring more than 9" 
from one outer text margin to the other are photocopied double-sided 
on acidfree paper witii a binding margin and a bottom trim margin so 
that the final product shows normal pagination; books measuring less 
than 9" between the outer text margins of an opening are copied 
single-sided, two pages at a time, so that the binding margin is along 
the top edge with trim margins to left and right; the copies are 
collated twice, once by the photocopy machine operator and once by 
another staff member to ensure accurate positioning and perfect pagi- 
nation; photocopies are sent out to a commercial library binder to be 
double-fan adhesive bound with a large enough margin to allow future 
photocopying; bound photocopies are sent to the shelves labeled with 
tho original call number, the ginal is withdrawn (unless it goes to 
another collection or is maintr^ned for some reason), and the cards 
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are not changed or annotated unless the book is a transfer from CCL or 
needs recataloging for some other reason. 

3. Reproduction by in-house microfilming: books are prepared for filming 

by inserting a photocopied cop^ of its catalog card for filming, by 
checking it for completeness and other problems (e.g., pencil marks 
within the text area are erased), and by including instructions as to 
whether it may be cut or not; the book is filmed and returned with 
both the master negative and the positive service film copy (a page- 
by-page check of all such titles filmed is about to be instituted that 
will complement the bibliographic/technical inspection now carried 
out); the film with the card copies and the information about title 
sequence on the reel is sent to the Microform Coordinator for cata- 
loging; the originals are withdrawn (or transferred/retained if the 
subject specialist so directed). 

4. Withdrawal: the iteras have all ownership marks removed or marked out 

and a "discard" stamp applied to the inside front flyleaf and the 
inside back cover as well as the title page; the shelflist card is 
pulled and sent to the Card Processing Unit for removal of the com- 
plete set; items are sent to the Gifts and Exchanges Unit when a 
truckload has accumulated. 

5. Transfer to another collection: items recommended for transfer to 

another collection usually require a note requesting permission to be 
sent to the D puty University Librarian; upon receipt of this permis- 
sion, the item is sent to the correct cataloging unit for the change 
of records. The Beinecke Library bibliographer review books regularly 
and transfer many directly there. 

6. Commercial binding/rebinding: books identified for library binding are 

charged and sent directly to the Preparations Division for processing; 
barcodes are removed and retained with the charge record in the Pre- 
servation Division and readhered upon receipt of the bound volume. 

7. Minor repaiis or wrap-arounds: items requiring only minor repairs or 

wrap-arounds are so marked, charged in, and placed on the Conservation 

shelves (some tip-ins are done by Preservation personnel). 
3. Major repairs: items requiring major repairs are so marked and placed 

on the Conservation shelves for their selection. 
5. Reshelve as is: these may include items with cosmetic damage only; a 

record for it may or may not be kept on it for future examination. 



RGW 4/86 
Preservation Dept. 
Yale University 
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UNIVERSITY OF CHICAGO LIBRARY 
PRESERVATION DEPARTMENT 

PRESERVATION TREATMENT GUIDELINES 



1 The materials for preservation review has been identified as they were 
returned trough circulation. Most items have circulated at least once Since 1985. 

2 Materials for review are either brittle and. ,r beyond the kind of physical 
treatment that can be justified for general collections materials. 

3. A treatment option must be selected for each of the items reviewed. 

4 If replacements for reviewed items are available, they should be the 
preferred option over new reformatting options. 

5 All treatment options below, with the exception of "Retain - Phase Box" 
assumes the original itcnTwill be withdrawn at the end of the process. 



Cummarv of Treatment Options; 

WITHDRAW- This may be sclccteu for any items reviewed One may also note 
whither o^her copies and editions in poor condition should be w.thdraw, 

RFPI ACE An existing replacement should always be selected ovor the Production 

f r «iSv reformatted item It is assumed that an available paper copy w.ll be 
t^^^r^SSrin will be the 2nd choice, ^ micro-opaques, 
microprint copie* or other extinct formats will be purchased. 

When there are numerous replacement dK^ces > 

T^^^Z 5SW -iacement within 

each format. 

REFORMAT/PAPFR: The form of a paper replacement is usually a preservation 

format is the the need to rccopy the item each time another copy is request, 

It is most appropriate for heavily used, standard works, for items used as qu.cK 
reference, and for small pamphlet items. 

REFORMAT/MICROFORM A microform copy can be in the form .of either 35mm 
Z Z « JZZc of S a read. ,. machine and Mnu.a.iona c. circnianon. 
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It is most appropriate for low use items, materials consulted for historical purposes, 
and for longer works such as multi-volume works and scr als. 



PROTECTIVE ENCLOSURES: This is usually a phase box custom made for each 
itrn ^hc advantage is they do provide protection and support that may extend 
the useful life of an original item. The disadvantage is that a box is only' a 
temporary solution for items needing treatment, and fragile items remain 
vulnerable while in use and as they circulate. 

It is most appropriate for items that that arc not suited to reproduction in paper or 
microform (e.g. color illustrations), for materials that must be retained in their 
original format, for items that cannot be rebound but are ot i 11 intact and usable, 
and for some isolated volumes within long scries or periodical runs. 



Summary of Information Accompanying Each Item : 

1. A catalog record (usually from the shelf list) is for each item. 

2. The shelf list entries for other editions arc stapled beneath the catalog 

record. 

3. A list of other duplicate copies is provided. A condition statement is 
provided for all duplicate copies that were located on the shelf and a status report 
for those that arc unavailable. 

The condition of the item in hand has not been described. All duplicate 
copies that arc in very poor condition and deemed unusable by the preservation 
staff will be pulled and included in the review session along with the original 
volume in hand. 

4. Whenever an item is part of a multi-volume set, th'; complete set will be 
pulled for review. 

5. Searching information indicates what exact and related copies or editions 
arc available. All appropriate reprint sources were searched. Microform sources 
were searched only until the first exact match was found. [The use of the s\mbol 
x, xx, and xxx corrcsoonds to its use in Acquisitions, relating to how closclv 
replacements match the original item.] Citations from OCLC and selected other 
sources arc attached behind the worksheet. A summary zt the bottom of the 
worksheet indicates which formats were available. 

6. Whenever UMI (University Microfilms, Inc.) is listed as a replacement 
source, one should assume that we can obtain a copvflo copy (paper made from a 
microfilm master) from 'his source. 

7. Questions, requests for more information, or other instructions should be 
no'cd at the bottom of the decision form under the "Comments" section. 
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THE NEW YORK PUBLIC LIBRARY 
PREPARATION SERVICES 



TECHNICAL OivDER b0-4-uO23 (Revised) 
JANUARY 2, 1980 



PKESfcRVAT lOU OK REPLACEMENT OF 
MATE RIAL THAT IS TOO POOR TO BE 
~ REBOUND 



I. This revises Technical Order 7J-4-0023, issued October 31, 1973* 

Material for rcbinding is sent once a month to the Custom Binding & 
Repair Section (the Bindery), Room 60. See Administrative Order 
75-4-0134, "Routing of Materials for Rebinding", and Administrative 
Order 79-4-021), "Rebii)d Quotas". 

3, Material sent for rebinding is examined once 3 month by tne lje:»d of 
the Custom Binding & Repair Section* 

4, Material too poor for full rebinding will be set aside lor review by 
the Conservation Representative or Division Chief and recouunenda t ion 
for alternative form of preservation treatment. D'visiuns will bo 
informed when material has accumulated that should be reviewed; a 
representative of the Conservation Division will be available to 
discuss alternatives. 

5, Option for alternative treatment include the following; 

5.1 Repair and/or strengthen existing binding (new spine strip, 
t^inforce hinges, etc.)' 

5.2 Hake protective paper wrappers* This option is appropriate 
for lWle-used materials or material that is not of permanent 
rese^ , value* 

5.3 Make slipcase, box, or portfolio (Se Technical Order 72-4-0005, 
"Slipcases, boxes, and portfolios .") 

5.4 Consider for full restoration (decide whether work should be 
done in the Bindery or by outside conservation workshop.) NOTE : 
if preservation treatment is deferred, material will be double- 
wrapped in acid-free paper and returned to the Division. Keep 

a desiderata list of titles needing outride preservation/ 
restoration treatment so that material can be readily identitied 
when funding becomes availabla. 

5.5 Keplace with purchased hard copy reprint or microform 
(See technical Order 73-2-0059, "Ordering Replacement on 
For* *96p,") 

^onservafTon DTvTalcn 

?iAY?.1 1988 
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S.6 Consider for iii-house micro! iltning on an immediate ui 
deferred basis. Procedures outlined in 5.4 above wili 
be followed. Add title to desiderata list tor future 
microfilming, before adding title, it should be 
searched in the National Ue-gUter of Microform Masters 
and other appropriate tools to determine whether it is 
available from outside sources* 



JPB:DW 

Distribution Code: 1 & 2 
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UNIVERSITY OF FLORIDA LIBRARIES 




MEMORANDUM 

TO: Sam Go ,an, A^co P >< c ^>, t x 

CeWfcirit^ fi\z«ly**Jr ******* 

FROM: Erich J. Kesse, 

p E: Brittle Boo (5 Program 

CATE: 10 August 1987 



Enclosed you will find something of a working propose for 
a Brittle Books Program. I want to get your feed-back 
before developing a manual. 



A Brittle Books Program is multipart. This is not yet 
clear in the working proposal before you. So, let me 
describe work-flow. 



c 



1. Brittle books are identified primarily through 
culation, gifts and exchange, and stack surveys; ancj 

secondarily, through reference, curators, bibliographers/ 
selectors, acquisitions, and cataloging. Procedures for 
identification have been detailed in the Newsletter . 

2. items receive a Brittle Books Flyer which 
includes a patron advisory and record of double fold test 
result. The latter is completed by the staff member 
identifying the book as "brittle". 



3. A Brittle Books Worksheet is then partial!* 
filled out, with call no., vol. no., copy no., and author 
:r tlt *e, as well as the double fold test result. 'his 
worksheet is the Program's raor C ' of the item. 

U T u r i_ _ , i t - ^ k 

with the Flyer in place ~ until is can be attended to. 
^ c? worksheet is routed tc the Brittle Boots D rograi of 
M ? Preservat jn Office. 

EXCEPTION: If the double fold t *»i3i.-e lec: 
•"t^r (but not ecua! to) t^i, the boo* m.Ki tre rc-^.-d 
.•'J^g with the worl sheet to the Pro?" ,t . n it-rs^^ 

W4 



3C? pernanently lost or severely damaged with one more use* 
They require immediate attention. 

NOTE : The double fold test r esu It of f 1 ve is used as a 
cut-off for binding. A volume with a double *"old test 
result less than or equal to five should not be bound. 
These items are defined as •'brittle". "Br i tt 1 eness" is 
considered an advanced state of chemical and physical 
deterioration such that the item is no longer durable* 
i.e.* able to withstand continued normal use. 



5. The Prittle Fooks Program files worksheets 
according to double fold test (dft; result and, 
secondarily, by call number. Items with lower dft will 
command greater attention — they are more at r \sk . 

6. For each worksheet, Brittle Books Program staff 
p form a bibliographic search. Program staff complete 
the Bibliographic Information and Institutional Holdings 
sections of the worksheet. Thi^ information will inform 
the Bibliographer/selec tor/curator* s disposition decision. 
Information is supplied from the item in hand, as well as 
the LUIS bibliographic record* 

NOTE: In order to complete these sections, Program 
staff will be required to determine the physical condition 
of copies and editions held by the UFL . Of these copies 
and editions, those which are also brittle enter the 
Brittle Books Program process. — The original, copies and 
editions considered simultaneously, saving both the 
Program staf,~ and bibliographers some time. 

7. The Bi b 1 i ogr apn i c .Availability section is then 
filled out by either Progam staff or Acquisitions Dept. 
staff. (Responsibility for filling this section out has 
yet tv. be determined. Neither has the staff to carry this 
opperation forward at this time.) Th^s section requires 
the unit filling it out and the bibliographer 

i nter pr e 1 1 i ng it to have or develope knowledge of the 
USMARC 007 field and its codes. Bibliographers must begin 
to think in terms of material longevity and to recognize 
the universal codes used to identify materials. 

8. The completed form is then sent to the 
appropriate bibliographer who authorize* disposition of 
the ite«n. If the original is to be retained, the 
bibliographer should be encouraged to inform the 
Preservation Office, using the note area of the worksheet, 
of the retained item's expected use. This information 
will allow the Conservation Unit to decide upon physical 
disposition of the retained i t?m: reshelving, boxing, 
encapsulation, etc. Bibliographers should be encouraged 
to retain the original. They shou'd also be encouraged to 
dup 1 ^ te the item through purchase of micro-Zphoto- 

dupi nation to prevent potential loss insure against major 
damage to the brittle item. I terns marked for retention 
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cr.lv w:ll be aueuod m the Preservation Office's database 
or on LL'IS ipr review at cne or two year intervals. 

9. The authorized form is then returned to the 
Brittle Books Proqr am -wh i ch routes the item to the 
appropriate unit withir the Preservation Office: the 
Reprographics Unit or the Conservation Unit. 



NOTE: Sam, as you might have g» -ssed no ; * will be 
guillotined to make the microphotographer 1 s e easier. 
...Unless? the item is marked for either withdrawl or for 
retention bet will be encapsulated. 



RE: Presentation to Bibliographers. 

Conceptual review of plans for the Preservation Office 
will i nc 1 ude : 

1. - Overview of Preservation Office : 5 year plan. 

2. Brief discussion of inter-relation of Programs 
and Units. (How the Office works.) 

3. Conceptual review of Programs, and requirements 
for interaction with Bibliographers, etc. 

U . Work-flow considerations through critique of 
Brittle Books Program wo king proposal. 
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- UNIVERSITY OF CONNECTICUT LIBRARIES - 
PRESERVATION DEPARTMENT 
BRITTLE BOOKS WORK FLOW FOR GENERAL COLLECTIONS 



The Library Conservator inspects each damaged and worn volume that is 
routed to Conservation fr treatment. The first step in the examination 
is to assess the condition of the paper. If it is brittle, the required 
treatment falls outside the scope of the Preservation Department's 
commercial binding program—and in sost cases, its conservation 
program. Brittle volumes are set aside for review by an appropriate 
selector . 



Each week a se'ector for the general collections reviews a certain 
mincer of br le volumes (the weekly quota varies) to determine whether 
the. -and re] od volumes--should be retained in some form as part of 
the Libraries' permanent collections. Titles that are out of scope are 
processed for withdrawal. (The number of items withdrawn and not 
replaced is &,mall; the collections do not contain a significant 
percentage of duplicate copies, outdated text books, or other categories 
of materials that are considered superfluous to the University's 
research and teaching objectives.) 

Titles that a^e to be retained are sent to bibliographic searchers in 
the Acquisit. .is Department to determine whether a copy, reprint, or 
acceptable new edition is available for purchase. 

If an acceptable replacement is identified it is usually ordered (cost 
being a limiting factor). The britcle copy is usually withdrawn when 
the replacement copy arrives. In some ases, however, the brittle copy 
is retained because of important illustrative, introductory, 
interpretive, or other material; or because significant marginalia, an 
important binding, or some other characteristic or combination of 
characteristics impart artifdetual value to the item. 
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If a suitable replacement is not available, or if the original brittle 
copy is to be retained in addition to acquiring a new copy, the item or 
items are processed for the "Brictle Books Collection," which is housed 
in a restricted access area. Processing involves charging each item out 
to that collection, stamping its book pocket "Brittle Storage: Not to 
Leave the CPR" (i.e., Current Periodicals Room), and tipping in this 
notice: 



I This book paper is highly acidic due to the 

J methods and ingredients used in its manufac- 

J vjre. As a result it has become brittle with age 

[ Please handle with care so that information 

f will i.ot be lost to future readers. 

A long-range goal of the Library is to pur- 
chase an acid-free reprint or microform copy 
to replace this volume, or 10 reproduce it m- 
house on acid-free paper 

Thank you for helping to preserve the Univer- 
sity's research collections 

» =** M f ■ 
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Brittle Books Work Flow for General Collections, p. 2 



Patrons who want to use a brittle volume will discover, by consulting 
the Circulation data base, that it is charged out to the Brittle Books 
Collection: and will be directed to the Current Periodicals Room where a 
desk attendant will retrieve the volume. Because items in the Brittle 
Books Collection are fragile, they do not circulate outside the 
Library. They can be used in-house; the loan period is 3 hours and is 
renewable. 

6. A small percentage of the volumes that are identified as brittle, and 
for which a suitable replacement is not available, are returned to 
Conservation for preservation photocopying. This decision is most often 
made when heavy use can be predicted. 

An additional small percentage of the volumes that are identified as 
brittle will eventually he treated in Conservation as appropriate (e.g., 
a volume may be disbound, each leaf encapsulated in polyester film, and' 
the volume rebound). 



Rev. 11/88 
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University of Nebraska-Lincoln 
Brittle Bool s Pol 1 c 1 es 
13 Nov. 1007 



DEFINITION: Brittle books are books with brittle paper. The 
, aper has become embrittled due to environmental conditions or 
due to chemical breakdown of the paper i'sel r . The purpose of 
the brittle book r pol ic 1 es is to ident 1 f y possi bl e dlternati ves 
for treating brittle materials found in the University Libraries 
col 1 ect ions. 

DISCUSSION: Once a boo! has been identified as brittle, there 
are bas^cal^y si\ alternatives for treat ng it. These are: 

1 . Wi t hdr aw - -based upon the val ue, signi ficance 

^na hcl di ngs of ot her libraries; 

2. Pep i ace with a new or used copy; 

3. Wrao the piece and retain it; 

4. Photocopy — l n -house or purchased t hroi qh a 

commerc i al source; 

5. Microfilm — ln-house or purchased through a 

commercial vendor ; 

6. Post ore. 

The decision and fiscal responsibility for brittle? books 
decisions rests with public services librarians. " n format ion on 
the book will be provided by technical cervices iff in order t« 
assist the public services librarian in mak.ing thw beet possible 
choice. After the >" hoic e is made, technical services -tuff will 
follow through with the decision. 

The Library of Congress has published some etiteria for making 
decisions relating to brittle materials which m<r<y be helpful." 
These have been adapted slightly to make them meaningful to UNL' 
operations: 

1. Physical condition: How much time is left 

before the boo k l s no 1 on ger usable in its 

pr esont condi t i on "' 
2- Scarcity: How many copies exist in the UNL 

Librar ics"' How many copies e\i st in other 

libraries'* Has the title a preservation 

microfi 1 n macter 
3. Significance: If thx.s 13 the* last copy <>u 

earth, and it will die integrate t or - - w , 

is it wv th saving"' 

Please I eep thc-co questions t n mind vhon • oo^iitei 4 nq vn . h f Mi 
31a options to «" hooso - 

WJTHDPAW 

Withdi ,iw.(l t nc*y be .ipprupr : nt-j wi«».»n thr I . *v*i ! . Libra, .0 



19 



h =i ve -ther copies or editions of the : 5 ame worl . It may also be 
app --oriate if the worl is unlikely to be used for re "earc l i -*ny 
longer due to turnover of faculty or due to changes in 
curriculum. For this ontion, thr public services librarian 
should apply the question of significance. 

PEPLACCMCNr 

Replacing an item with f he same edition rriay not be an option 
if the paper 12 brittle. Replacing with another edition or with 
a reprint may be worthwhile when the item 1 1> \ nown to be used 
frequently because of its content. This option may bp more c o-~ t 
effective thar 1 n -house microfilming, or than preservation 
phot oc opy 1 ng . 

When requesting a replacement, the subject librarian must 
specify a fund number. In these cases, Acquisitions will perform 
the searching necessary to urder a replacement. If a replacement 
is desired, but funds are not available, the decision will be 
maintained in a file by the 4 Chair *«t the Preservation Committee 
until monies are available. 

While waiting 'or the r ep 1 ac rmont , the brittle volume will be 
wrapped by Binding staff, and will be returned to the stacks. 
Once »"h«? 'epl&icc-ment is received, the brittle volume will be 
withdrawn ^nd the replacement "o^ will be cataloged. 



-,'PAP AMD "ETATN 



Thj ^ '.'pti^f ijia.v h-- appropriate- v;hcn M'ic- material is important 
retain in i': origina" state. If fragile, it wi 1 A be wrapped 
in an a«- 1 i Free p<n ^ folio and a brittle h-«ol 5 ct:cler warning 
against photocopying will be attached to the exterior of the 
wrap. 



PHOTOCOPY 

If neither microfilm nor a 1 eprint or *ir.o*hc»r suitable 
edition is available, ana the use of the volume by patrons 
warrants it, preservation photocopier may be ordered through 
accepted e sour :es such as the LTG Archival Products Brittle 
Boots Replacement Srrvice, or through some other approved vendor. 
At this time, preservation photocopy 1 no will not be done? m-hou.e 
at UNL . 

Milii'oriLrj 

- :' m l!^ r 'J±.^LjL-2^'1LlML*2-LlL- : Microform*: n ^ pro'c^r ,:1 • «\ 
prwt «-«-py <s replacements for biittle it^-ms At 'JHL, Mu.nujh co». t 
cor ideration- rr.iiy influence the «hoice of format. ""5mm 1 l ver 
halide film is preferred. If the subject librarian indicate* 1 a 
fund number f>y immediate r«»pl nent, ^e^r:h;ng will ij«.«ne b> 
Acquisitions for a commercial tu < ofilm <_ -py. 
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.m :rof i lming in-house is cjven to worl<=> unique to our 
collections, ;nd n ..t available elsewhere except at groat cent. 
Newspaper run: .: f the Dai ly_Nebr asLan and other serial* on 
newsprirt that are pa't of special collections nuist be consider*' 
for preservation microfilming. Space may Iso be a consideration 
in some instances where the materials are in poor physical 
condition, tale up * great deal of shelf space, and yet ar*: 
important to the collections. 



While .-.■house microfilming is an option for materials 1 
commercially available in mi cr of or mat , it is currently- 
discouraged due tj staff limitations. Any decision to micro+ilm 
a title in-house may require support of grant funds or express 
approval by a committee consisting of the head cf 
Archives/Special Collections, the chair of the Preservation 
Committee and the Collection Management Coordinator. The 
committee will not approve items "for in -house microfilming if a 
preservation microfilm master already exists in the U.C. "if no 
such master is available and the decision to ricrofilm the ^lece 
is made, the preservation microfilm master will be cataloged cn 
OCLC to provide bibliographic access to other institutions. 

Preservation micrcfilm masters filmed 1 n- house will be 
checked for qtu<lit> b\ the Nebrasl a Records Management Division, 
and will be stored in the vault at the Nebraska State Historical 
Society. A '■•orvi.io copy will be , Gained for UNL ? s col 1 tion. 

RESTORATION 



Fo>- materials of great scarcity or value, restc. m 4, i-".ii Siy a 
conservator may be an option. Approval is required by 'ho 
committee mentioned above — the head of Archives/Special 
Collections, the chair of the Preservation Committee ;«nd th- 
Collection Management Coordinator. Due to funding 1 : m i t at : . 
any piece Approved for restoration worl mav simply fall into a' 
queup for restoration as monies become . * I able. 



WORKFLOW AND PROCEDURES: 

Brittle boots are generally found b> «. 1 rcul at 1 on -*r- »J 
Binding. > When lo*.atPd these can be ocn* to Hindincj, >'h<r 
in-housp bindino staff will perform a bi;tt!o bocl ^ t^;t. [f 
brittle, _< brittle boo I s foi m will be lypod f:»-. each title, • 
supplying *"he aut..:.f, htle, call number and \ date C'.o* -vp^nded 
ex amp 1 el . 

Pi ndi ng st<i ' f \ji 1 1 then -ear ch t ho 
shel f 1 i 1 to ^ee if thi-ro *re duplicate copies of the * <tle in 
the system. !*Men + hore are additional copies, the information 
will b-' r,._ted ,.r. th brittle boots form. When there .*ro 
u<1ditiona % >. jpie*: <f the same edition , r. LOVE, t! J LHVfl z^iax 
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will be gathered together for review. 

Volumes with forms will then be <3ent to Ac qui rati ens Dept. 
Acquisitions staff will search OCLC bo see if there is a 
cataloged preservation microfilm master and bo see if other 
libraries hold the same volume. They will provide a printout of 
the bibliographic record and of holding libraries' symbols when 
they locate a record. Volumes then will be arranged in cal 1 
number order with Dewey boots first, followed by materials 
classified by Library of Congress call number, on the Brittle 
Bool's* Shelves in Acquisitions. Branch boo I s will interfiled 
with LDVE boots by call number. 

Public services librarians review thu materials and complete 
the brittle boots form, usually within 4 weet.s of the date on the 
form. A fund number must be provided ;f the volume is to be 
replaced or reformatted in some wa> . After a decision has been 
made, the volume and all paperworl should be shifted to the shelf 
marted "Decision made". Technic ?! Services .staff will clear th*? 
shelf weetly, and will follow thrcL-qh with bhs decisions noted. 



s r <rif,lo w.j.-»s found by ? t * 1 ogi ng jt^'f m Cataloging Dept. 
, r 6fi-!^lr TA ep J .. -.nor f c/aal-g r»cj will be .rent (,,. f hp ct. elves 

direTtl/ 'i; - ■ » j ■: -.t-.Uc.gcr . The c.ttaloq>v 13 r ei-por, _ 1 ij 1 * fr.r 

romplelinq the brittle bo-ii fcr, .nd for talmc tKr atonal: 1*0 
Ac qui . ; 1 1 "«n ^ p ?p k . 
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REPLACEMENT FOR BRilTLE ITEMS 



Emory University 
General Libraries 

DRAFT PROCEDURE 
rev 1 1/2/88 



PROCESSING 
DEPT 



BOOK IDENTIFIED 
AS BRITTLE DURING 
EVALUATION BY 
BINDING PREP 
STAFF: GENERATE 
REPLACEMENT 
FORM A CHARGE 
ITEM ON DOBISTO 
•REPLACE/ 
COLLECTION 
MANAGEMENT" 




on 

VJSl 



COLLECTION 
MANAGEMENT 



Selector reviewx item; make* arncs of 
decisoni on the RcpUcemcnt Form to 
gudctheOntoDept 




pliccl 



"Jencrtlc order ahp; charge 
an DOB IS to "Rep Lice/ 
On Order"; route item and 
form* to Order Depc 



Review by 
Collection 
Management 
coordinator 





Charge on DOBIS to "Withdraw" 
route item to OCLC Cataloging 



ORDER DEPARTMENT 



ye* 



— [ Try aourccfr) recommended by aelcctoTI 



Add to Search Lui (1 $60- 1920 excluded), charge 
on DOBIS to "RepUce/Se^ch Last" 



Initiate prca crvation replacement; 
charge to *RcpUce/Prctervation* 



Withdraw item, charge on 
DOBIS to ^Withdraw" 



PRESERVATION 



Queue for pre* nucrtiilmuig by 
adding pre* aba tract to DOBIS 
btb record, in* en note fn volume 
reflecting deciccn; discharge & 
return to sucks 



Produce prcaervation 
photocopy; route ong 
volume & irp'* emeni 
volume to Oroer Dept. 
charge ong on DOBIS 
to "Wjthdraw" 



p 

1= 



Order processes & 
mutes both copiea 
to Cataloging 



CATALOGING 



Create new copy record and/or 
tab record for replacement, 
delete original copy record 
at discard cnginal volume 



| Delete ongtnal copy record and/or 
"*| tab record & discard volume 
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Create new btb recorJ 
for rej jcomenl cop/, 
delete org copy recoM 
A discard bnule 
volume 





Route 




replacement 




copy to 




Proceaamr 




for l/tndmfl 
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UNIVERSITY OF ROCHES, r K LIBRARIES 



RUSH RHEES LIBRARY BRITTLE BOOKS PROGRAM PROCEDURES 

I. COLLECTION AND INITIAL REVIEW BY PRESERVATION TECHNICIAN 

Rush Rhees books which have circulated and are in need of repair will be 
identified as they are discharged by circulation staff and ueld on designated 
shelves in the Circulation Department. On Wednesday ai'ernoon the accumulated 
books will be placed on a truck and evaluated by the preservation technician. He 
will separate them into two categories: those which can u e r< paired or rebound 
and those which are too brittle or too ser:ously damaged to be repaired or 
rebound. 

REPAIRS - The books which can be repaired or rebound will have "R" streamers 
inserted. Thv Lechnician may return some books from this category to the stacks 
if the buckijg oi jpairs in the Preservation Unit has grown to an unacceptable 
level . 

B RITTLE BOOKS - Thosw books which cannot be repaired will have "Treatment Option 
Forms" irserted with the call number noted on the form. 



II. REVIEW BY COLLECTION DEVELOPMENT OFFICER 

Once the initial review is complete the truck will be marked for the 
attention of the collection development officer. On Thursday morning he wil 1 
review the books with treatment option forma. He will not r Mew books 
designated for repairs. He will decide if the books: 1) Si J be withdrawn, 
2) should be replaced, reformatted, or rehoused or 3) should be referred to a 
bibliographer for a decision. If his decision is to withdraw, replace, rehouse, 
or reformat he will check the appropriate option on the form, indicate the fund 
to be charged, init'al the form, and return the book and form to the truck. If 
his decision is to refer the book to a bibliographer, he will wri^e the 
individual's name on the form. 

When the collection development officer has completed the review, he w-.ll 
notify circulation staff. 



111. CHARGE ON JEAC BY ClRCULAilON STAFF 

Circulation staff will charge out all books from the brittTe books truck. 

REi'AI RS - Books designated f or reprir ("R" streamers) will be charged to the 
Preservation Unit for 56 days, within that period repairs will he made w nd the 
books will be returned to the Circulation Department to be discharged and 
reshelved. If the backlog of books .in the Preservation Unit has grown to a point 
where books car >t be repaired in 56 days, it will be necessary to discontinue 
accepting new oks. temporarily. 
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WITHDRAWALS - Books designated to be withdrawn will not be charged out but will 
be left on the truck for the preservation technician who will take these books 
directly to the Catalog Department. 

REPLACE, REHOUSE, REFORMAT - Books designated for any of these", options will be 
charged ou*- to the Preservation Unit for 56 days. 

FOR BIBLIOGRAPHER'S ATTENTION - Books to be referred to a bibliographer will be 
charged out on Geac to Preservation/Bibliographer for 56 days. Circulation staff 
will note the due date on the treatment option form and insert the form in the 
book. There will be a separate Geac charge card for each bibliographer so it 
will be possible to trace the book. 



IV. FORWARDING BO* KS AFTER CHARGED 

The truck will be taken by Circulation staff to Tecnnical Services. 

Books charged to the Preservation Unit will be given to the preservation 
technician. 

Books charged to a bibliographer will be placed on the appropriate tub 
shelves .or pickup or delivery to the departme\t. 



V. REVIEW EY BIBLIOGRAPHERS 

Bibliographers will examine each bcok they receive and indicate their 
decisions on the treatment option form. They will return all books and forms to 
the Preservation Unit within FIVE (5) WORKING DAYS. Prompt review by 
bibliographers is crucial since books will not be recalled for patrons during c ho 
first ten days after they are charged out. 



VI. PRESERVATION TREATMENT 

When brittle books program items are recei d in the Preservation Unit after 
having been checked by the preservation technician, the collection development 
officer, and bibliographers they will be -processed as follows: 

WITHDRAWALS - The preservation technician will take books designated for 
withdrawal to the Catalog Maintenance Unit after having them discharged. 
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REPLACEMENTS - Preservation Unit staff will mark CAGE above the call number, take 
each book to the Catalog Department for a change in location code (preservation 
cage) and material type (RJCIRC), and insert streamer "return to ^reservation" . 
When returned, Preservation Unit staff will photocopy the title page and other 
pertinent information and forward it to Acquisitions with a photocopy of the 
treatment option form which has the bibliographers 1 signature or initials and the 
book fund to be charged. The original treatment option form will be annotated to 
show the date a replacement was requested and the book and form will be shelved 
in the Preservation Cage. If a replacement cannot be obtained Acquisit.„ni, will 
notify the technician who will then proceed to the next treatment option 
designated. If a replacement is obtained "he new copy will be given to the 
technician who will retrieve the old copy an<? forward both old and new copy to 
the Catalog Department. Catalog Department staff will withdraw the old copy and 
catalog the new one. 

REHOUSING - Books to be >laced in enclosures will be shelved in call number order 
in the Preservation Unit until an l iclosure l .n be Tiade. When the enclosure has 
been made preservation unit staff will have a call number added to the enclosure, 
mark CAGE above the call number, take each book to the Catalog Department for a 
change in location code (preservation cage) and material type (RJCIRC), and 
insert streamer "return to preservation". When returned, Preservation Unit staff 
will take each book to Circulation to be discharged and shelved in the cage. 

R EFORMATTING - Preservation Unit staff will mark CAGE above the call number, take 
e^ch book to be reformatted to the Catalog Department for a change in location 
code (preservation cage) and material type (RJCIRC), and insert streamer "return 
'o preservation". When returned, Preservation Unit staff will take each book to 
Circulation to be discharged and shelved i.i the cage. 



VII. PRESERVATION CAGE 

Books shelved in the cage will be in one single call number sequence foi 
easy retrieval. They may circulate on , .est for building use only. 
Circulation staff will page the books on^e a day and charge them out but not 
desensitize them. Staff will insert a streamer giving instructions for special 
care to be given the book because of its brittle nature. 

If 2 book that has been rehoused is requested for a patron, it wpl be sent 
to the preservation technician after it is returned. He will then mark it r\»r 
reformatting and k. T _ it returned to the cage. If a book with the cage location 
code cannot be f ound there, Circulation staff should check with the preset vat ion 
technician because it is either in the process of being withdrawn due to the 
receipt of the replacement copy or is in the Preservation Unit ."or collating in 
preparation for reformatting. Hooks wh^ch have been collate 1 and are shelved in 
the preservation c jtfe will have streamers inserted indicating that the 
preservation technician should he notified to monitor their use. 
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VIII. REFORMATTING 



When funds are made available for reformatting, books will be retries/ed 
from the cage, charged to the Preservation Unit for 56 days and brought to the 
Preservation Unit where they will be collated and prepared for shipment. The 
Preservation Unit will keep a record of all volumes out of the Library for 
reformatting. When the old books and new copies are received back from the 
vendor they will be sent together for processing. For books *hich have been 
photocopied, Preservation Unit staff will insert streamers "return to 
preservation" and take books to Serials and Binding to be stamped, have plates 
and pockets pasted, and have security tapes and barcodes attached. When 
returned, Preservation Unit staff will take books to be -discharged and then to 
the Catalog Department. Catalog Department staff will catalog the new copy, send 
it to be shelved, and withdraw the old copy. For books which have been filmed, 
Preservation Unit staff will take books to Circulation to be discharged and then 
take the film and book to the Catalog Department. Catalog Department staff will 
catalog the film, send it co microtext, and withdraw the old copy. 



JNK:kb 
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UNIVERSITY OF TORONTO LIBRARIES 



Brittle book procedures — Monographs. 



These procedures apply to monographs which are rejected from the 
rebmding/mending stream as being too brittle or damaged to be rebound or 
mended. Serials are excluded and Canadian imprints. 

A. Books already in ^ybtem. (i.e. already catalogued and entered in data-base) 

1. All material in this category should be charged out to the Preservation 
Services Department and sent separately from rebinds or mends to the 
Bindery. The shipment should be clearly labelled 'brittle books 1 . 

Instead of an. ordinary charge slip a three-part slip or triplicate should be 
used and two parts sent with jthe item. (Robarts materials will be examined in 
the Circulation Department by PSD: Go to no.3 below) 

2. In the Bindery the books will be examined to determine if they really cannot 
be rebound or mended. Any material judged able to be rebound or mended 
will be rut into those streams at this point by the Bindery. 

3. The Rare Books Department will review this material weekly for any items 
which they should hjve. If they find >uch material they will remove it and 
deal wi n the cancellation of the old record and the recataloguing. The 
charge e lip will be sent by R3D to the original location with a notation that 
the item is now in RBD. Material left on the shelf at the end ot the week 
will be assumed to be of no interest to RBD and will be removed by the PSD 
searcher. 

4. This material ! then be searched by the FSD searcher. If there is a reprint 
or a replacement microform available, the PSD searcher will photocopy the 
title page md send it with the PSD flier containing ordering information to 
the Head, BSD. The PSD searcher will stamp 'he material 'Seen by PSD f and 
return it to the location 

5. If there is no reprint or commercial microform available, the material will be 
microformed by PSD if over 50 pages or photocopied if under 50 pages, 
(general rule) 

6. \fter the replacement has been inade and checked by PSD the original will be 
stamped 'Photocopied by PSD' or Microformed by PSD f and 

a) if new class seut back to the location. The PSD replacement will be sent 
to the Cataloguing Department for cataloguing. See Appendix 1. 

b) if oid class or new material sent with the PSD replacement to the 
Cataloguing Department for cataloguing. See Appendix 1. See B. 

7. If there are multiple copies of an item or reprints of that exact edition the 
PSD searcher should gather all of these together in PSD (except for RBD 
material)* If a reprint or microform replacement is available this should 
follow 4 above. If not the Head of PSD or designate will examine this 
material and 

a) if all copies are brittle the best copy will be filmed or photocopied All 
material wir be stamped by PSD and will then follow procedures 
according to whether it is old class (Appendix 2) or new class. 
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h) If some copies are not brittle the brittle copies only will be stamped 
? Seen by PSD 1 and all material returned to ihe stacks. If the copies in 
good condition are in storage and the brittle copies in the location the 
items will be referred to the Collections librarian for transfer. 

3. If at any point material is identified as totally unuseable it should be brought 
to the attention of the Head, PSD. It will then be examined by the Head, 
PSD, Head, BSD and/or the Associate librarian for Collection Development 
and Preservation and a decision made according to Appendix 3. If the 
decision is to discard, the material will be incorporated into the Gifts stream 
and will not be stamped with any Preservation stamp. 

9. If at any time material which Is in PSD is required by a student procedures in 
Appendix 4 will be followed. 



B. Newly acquired material in brittle condition. 

10. Order Department and Gifts. 

All books to be processed will be checked by a processor to see if the paper is 
in good condition. 

If the «aper is not in good condition, the processor should refer the item to 
the appropriate book selector, who will make a decision as to whether the 
material shoulu be processed as is, or whether a photocopy or microform 
should be made. 

If the selector thinks the material should be reproduced in r *roform or 
xeroxed, he/she "/ill insert a flier (see form 058 attached) inciting what 
should be done, and return the material to the processor. 
If the material is to be reproduced in microform or xeroxed, the processor 
will stamp both R-card and index card "PRESERVATION/M" (microform) or 
"PRESERVATION/X" (xerox). Cards should be marked with the date proces- 
sed when they are stamped, i.e. after material is returned from the selector. 
Material f o be reproduced in microform or xeroxed will be put on a special 
truck in tne cage. The R-card should be clipped to the flier from Book 
Selection Department and should be left in. 

Once a week, or when the truck is full, the material will be stamped and 
taken to Preservation Services Department (Reprographics) to be worked on. 
Material will not be returned to the Order Department, but will be sent 
directly to be catalogued from Preservation Repiographics. 

N.B. The above procedure does not include m erial received on DSO or Shastri 
DSO. 



Serials 

Brittle serials pose more of a problem than m ,iographs. In the case of 
monographs we are dealing with material returning from being circulated. 
The usg patterns of serials are in general more difficult to ascertain. In 
many cases these brittle serials would be available in microform commercial- 
ly, ancj we would be obliged because of copyright problems to buy these 
rather than filming them in-house. To examine and deal with brittle serials 
involves many volumes per title in many cases, which is not the case with 
monographs. It is the intention of the Preservation Services Department to 
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compile a list of all brittle serials in the library so thai these can be replaced 
by microform or reprints as money is available. Any serial which appears to 
be in brittle condition, therefore, should be brought to the attention of the 
Preservation Services Department, who will examine the re If it is found to 
be brittle it will be added to the list baing compiled to be replaced by 
microform as funding permits. 
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APPENDIX 6 

STAMPS USED IN BRITTLE BOOKS PROCEDURES 



PHOTOCOPIED BY 
PRESERVATION 
SERVICES 

DATE 



Original has been photocopied and returned to 
stacks. 



MICROFORMCD BY 
2. PRESERVATION 
SERVICES 



DATE. 



Original has been microformed and returned to 
stacks. 



SEEN BY 
PRESERVATION 
SERVICES 



DATE, 



This applies to material which is ^oing back to 
stacks in a . phase box and which is not being 
replaced. 
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APPENDIX 3 



Deaccessioning Unusable Books 

Within the University of Toronto Library's preservation 
program, material considered is retained in its original format if 
it is at all usable in that format. Those few items that are 
unusable will be displayed for at least one full month before being 
removed from the collection. 

Since the actual physical item must be examined, members of 
the University are welcome to review these items any time during 
regular working hours. They will be on display in the "caged" area 
(where new acquisitions can also be viewed) in the Book Selection 
Department on the sixth floor of the Robarts Library 9:00 to 5:00 
p.m. Monday through Friday on all regular work days. 
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UNIVERSITY OF HINNESOTA LIBRARIES 



WIISON LIBRARY 

COLLECTION DEVELOPMENT DIVISION 
PRESERVATION SECTION 
WITHDRAWAL/REPLACEMENT PROCEDURES 
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I. Bibliographer peruses the shelves of unbindable materials 
in the Preservation Section and flags items chosen to 
designate : 

a. withdraw 

b. condition check 

c. replace 

II. If a. is selected, Preservation staff will carry our with- 
drawal procedure, route ite:n to CTS and clear Circulation 
records . 

III. If b. is selected, Preservation staff will: 

-chec': shelf list and record all copies, volumes, and 
editions . 

-check shelves and record condition (binding, paper, 
likely length of life of each) of all copies, 
editions, ana /olumes. Any circulating 
materials will be recalled and inspected. 

-indicate type and frequency of use of all copies, 
volumes, and editions. 

-predict usable length of life based on above. 

-check PUC and record volumes, copies, and editions 
in other University of Minnesota Library 
locations . 

-check when possible on condition and use of items in 
other locations, record this information; 
determine whether these are indeed extant. 

When condition check has been completed, the item will 
be placed on an in-process shelf designated with the bibli- 
ographers name and the bibliographer will be notified by 
Preservation Section staff. The bibliographer will then 
decide on withdrawal or replacement according tc the 
information provided. 

IV. If c. is designated, Preservation Section staff will select 
the appropriate procedure from the following alternatives: 

1. Route to CTS for xeroxing. 

2. Route to CT" for purchase of replacement copy, 
reprint, or later edition which will be ordered 
on the replacement fund. ?he original copy will 
be retained in CTS awaiting ar»- ^al of replace- 
ment. After replacement arrive, original will 
be withdrawn . 
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WITHDkAWAL /REPLACEMENT PROCEDURES 
Page Two 



Identification of titles currently in print will be 
carried out by Preservp u .ion Section staff, Add^d 
editions will be orde* *** only after consultation with 
bibliographer . 

If there are no reprints or later editions available* 
and the physical condition of the book precludes 
xeroxing, one of the following procedures will bo 
se2 ected: 

3, Missing or mutilated pages will be replaced 
by obtaining another copy of the book through 
ILL and xeroxing the necessary pages. The 
item will % then be routed to CTS for xerox.\ng 
of the whole. 

4. All other alternatives failing, the book .;ill 
be retained, repaired and protected to the 
extent possible, and returned to the stacks, 

V. If items remain unchecked on shelf, Preservation Section 
staff will approach bibliographer (s) responsible for 
subject area(s) and request, withdrawal/replacement 
decision . 
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Presenmtion Unit 
Wilson Library 
U. of Minnesota 



CD 
\J1 



PRESERVATION FLOW CHART 

Damaged/Deteriorating Materials 
pre routed to Preeervation 



Each item is evaluated to determine 
condition and appropriate treatment 



Bindable 



1 

Unblndable 



Method and style 
of rebind aelected 
and indicated 



i 

Materials that are 

not irreparably dam- 
aged or deteriorated 



Delivered to bind- 
ery Preparations 



Sent to U. of M, 
Bindery 



In House Treatment 



All treatments performed by Pres- 
ervation staff 



Water damaged mat- 
erials ; materials 
suffe ing fungal or 
insect attack 



Missing pages 



Salvage Treatment 



Following treatment, 
reevaluated. I 



Another copy 
obtained. Us- 
ually through 
ILL. 



Relevant pages 
photocopied 



Materials 
with broken 
bindings , 
torn pages, 
damaged or de- 
tached casings 



Repair 



Satisfactory 
condition 

I 

Returned to 

Star- , 
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1 

Further 

treatment 

indicated 



to bindery 
or to 
repairs 



Returned to 
stacks 



Damaged beyond 
repair i 



To Replacement 
shelves 
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I 

Materials that are 
so brittle or so bml- 
ly mutilated that the/ 
cannot or should not 
be repaired 



Replace/Withdrawal 
shelves 



Bibliographers review. 
Choose one of three opt- 
ions • | 



Materials with 
potential 
artifactual 
value * 



Special Col- 
lections check 



i ' — r 

Withdraw «i Condition 



check 



n p>- 



Replace 



Delivered 
to CTS. 

Item withdrawn 



Replacement 
format chosen. 

i 



Reprint , 
later edition, 
or other 



Original 
withdrawn" 



Delivered 
to Acquisi- 
tions 



New copy ordered 



Xer^x 



Delivered 
to Bindery 
Preparatio 



Sent to U. 
of M. Bind 
ery 



UNIVERSITY OF NORTH CAROLINA LIBRARIES 



BRITTLE BOOKS PROCEDURE 
SEPTEMBER 25 , 1986 



Page 1 



Circulation/ 
Brittle Books 
Coordinator 



Circulation 



1. 
2. 

3. 
4. 



Selects book(s) to be replaced/ places on truck 
and brings to Circulation Department. 

Photocopies shelf-list card, notes "to replace" 
and holdings on back of photocopy, and inserts in 
book. 

Checks out book for 6 months to Brittle Books 
Coordinator . 

Routes book to Brittle Books Coordinator for 
review. 



Brittle Books 
Coordinator 



Student 



Coordinator 



Student 



Coordinator 



8, 
9, 



Inserts a Preservation form inside each book, 
noting in-print tools, etc., to be searched for 
that book (see example) . 

Searches in-print tools and catalogs as indicated, 
marking results on preservation form, and returns 
book to Coordinator. 

Reviews search results and indicates decision 
regarding replacement and disposition of original 
book on back of preservation form. 

a. If in-house " microfilm or copyflow chosen, 
estimates price at $60. 

b. For in-house filming, indicates whether spine 
of original may be cut. 

Uses photocopy of shelf -list card for order card. 

Reprints and commercial microforms: 
a. Stamps "Repl." (or designated fund), "JSS", 
and "Brittle Books" along left-band edge. 
Indicates format below collation (i.e., 35mm 
positive silver-halide microfilm, reprint, 
etc.) . 

Modifies place, publisher and date of item as 
needed. 

Adds price at bottom left-center. 
Returns book with order card and preservation 
slip to Coordinator. 

Reviews orders and forwards to Order File 
Supervisor, Order Section, Acquisitions for 
placement. 



b. 



d. 
e. 

f . 
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BRITTLE BOOKS PROCEDURE 
SEPTEMBER 25, 1986 



Page 2 



Coordinator 



Circulation 
Order File 
Supervisor 



Book Inspector 



9. 



10, 



Student 



Order Expediter 



11. 
12. 
13. 
14. 



g. Holds book until notification received from 
Order Section, Acquisitions via goldenrod 
slip that replacement has arrived, then 
routes to Head of Circulation. 

h. Renews book, if necessary. 

i. Adds routing to order slip. 

j. Assigns dealer and places with other orders, 
to be treated from this point on in the usual 
manner. 

k. When material is received/ pulls goldenrod 
from pack and forwards to Brittle Books 
Coordinator. 

In-house microfilms or copyflow (to be filmed at 
UNC Photolab) : 

a. Stamps "Repl." (or other fund as designated 
by Head of Collection Development), "JSS", 
and "Brittle Books" along left-hanu edge of 
shelflist photocopy. 

b. Notes "ed. positive microfilm copy" or "ed. 
copyflow — archival bond" beneath the 
collation. 

c. Writes "UNC Photolab" along lower right-hand 
edge. 

d. Writes "Hon Cat" above author's name, but not 
in area needed for order number. 

e. Adds "Attn. Sarah Stubbs" on back of order 
slip. (See example) 

f. Notes title and call number of book on the 
preservation slip. 

g. Brings book with preservation slip and 
shelf-list photocopy inserted to Order 
Expediter in Acquisitions, Order Section. 
Book is placed on shelves near Order 
Expediter's desk. 

Uses shelf-list photocopy as order card, numbers 
and plates it ahu uas a full pack made. 

Types two forms for Photolab: Invoice and 
Hicrof ilm/Copyf low Request form. 

Attaches white order slip to forms and places them 
in book along with preservation form. 

Sends pack to Accounting Department for 
encumbrance (Fund: Overhead P for 1986/7 FY) , 
then holds remainder of pack at desk until 
microfilm copy arrives. 



15. Taker, or sends book to Photolab. 
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BRITTLE BOOKS PROCEDURE 
SEPTEMBER 25, 1986 



Page 3 



Photolab 16. Hakes microfilm or copyflow copy of book. 

17. Preserves negative copy of book in negative file. 

18. Notifies Order Expediter that copy is ready. 

Order Expediter 19. Collects copy, white order slip, and blue copy of 

invoice . 

20. Returns or mails book with preservation slip to 
Head of Circulation Department. 

21. Processes order pack: 

a. Stamps date in lower left-hand corner of all 
copies . 

b. Removes green copy for filing in order file. 

c. Removes pink copy, attaches to invoice copy 
and gives to Assistant Invoice Expediter. 

d. Removes goldenrod copy and routes to Brittle 
Books Coordinator . 

e. Counts number of films and notes on Book 
Inspector's tally sheet. 

f. Takes films with remainder of order pack 
(white, yellow, and blue packing slip) to 
microforms cataloger in Monographic 
Cataloging Section. 

Assistant 
Invoice 

Expediter 22. Sends pink copy of order pack with invoice to 

Accounting Department. 

Circulation 23. Checks in rsturned book. 

24. Makes note on book pocket to conform with 
disposition direction on preservation form: 

a. Withdraw (forwards book to Catalog Management 
for withdrawal) , 

b. Transfer to designated location (forwards 
book to Added Copy Section) , 

c. Microfilm made (date), 

d. Copyflow made (date) , or 

e. Replacement (format) acquired (date) . 



68 

100 



9 

ERLC 



t > 




69 



9 

ERIC 



101 



CORNELL UNIVERSITY LIBRARIES 



PRESERVATION PHOTOCOPY 

To : Acquisitions/Cataloging 
From: Conservation 

This is a Preservation Photocopy 
from: 

LBS Archival Products 

(DesMoines , Iowa) 

Cornell Photocopy Service 

Create a new catalog record 
(original imprint in 260 & 533 
photocopy note) . 

Original cataloged and now 

being withdrawn. (If a 
card is available from 
the pulled card set, it 
should be attached) . 



Original never cataloged. 

Copy identified in 
Cataloging Department and 
being discarded. 

RLIN ID for original 



Indicate "preservation 
photocopy" in SHNT=s (RLIN) or 
copy level NOTES (NOTIS) 
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Collection Management Procedures , NEW YORK UNIVERSITY, Bobst Library, 1987. 



VI. Brittle Books Review 

A. Deteriorated books (i.e. books with damaged bindings, loose, 
torn or missing pages, brittle paper) arc identified by Circulation 
staff and ?<=»nt to the Preservation Department • They are reviewed 
and separated into three streams: 

1. Books which can be rebound commercially are sent to the 
library's binder • 

2. Books requiring minor repairs are treated by staff in-house. 

3. Books that are too deteriorated or mutilated for in-house 
repairs and are not suitable for commercial binding are placed 
in the brittle books backlog. 

4. Textbooks and low-use multiple copies may be withdrawn. 

B. The circulation system is used to charge books in and o'it of the 
Preservation Department, as well as into various locations within 
the department. Circulation staff can place a hold for books at the 
commercial binder that are requested by patrons. When patrons 
request a book from the brittle books backlog, preservation staff 
will attempt to locate and supply the volume as quickly as possible. 

C. Preservation staff searches books frcm the brittle books backlog 
in order to supply selectors with information necessary to make a 
retention decision (see appendix for search procedures). Information 
provided to the selectors includes: 

1. Inventory of other copies and/or editions owned by the 
library, including condition and use of the copies on the shelf. 

2. In print replacement information from US and foreign BIPs. 

D. The iXXDks are then distributed to the selectors for decisions. 
Selectors may choose to withdraw, replace or retain the materials. 
If the decision is to retain the book, a brief justification should 
be written on the slip. Books chosen for retention will be returned 
to the Preservation Librarian for consideration for reformatting, 
searching for the availability of microfilm replacement, etc. The 
final preservation decision is made by the bibliographer. 
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YALE UNIVERSITY LIBRARIES 



NEH EUROPEAN HISTORY MICROFILMING PROJECT : 

INSTRUCTIONS 
3/6/88 
Revised 7/6/88 



Overview 

The European History Microfilming Project (EHMP] will encompass the 
microfilming of approximately 14,000 volumes within the old Yale Bf-i, m-q, 
s-u, w-x classes that have imprint dates of 1850 through 1910. Although 
implementation procedures will be undertaken af different rates and diffe- 
rent times (e.g., the identification step may be completed in large portions 
at a few points throughout the grant period), the procedural sequence is 
given here. 



Step-by-Step Instructions 

IDENTIFICATION 

1. Identify target volumes in the shelf list (SL) for each classification, 

leaving "Bo" (French history) until the end, by standing the cards up 
on end. 

2. Photocopy target SL cards for monographs 5 at a time unto blank paper. 

Try to place them in the same position on each sheet. 

2a. Cut cards apart with the paper cutter. 

2b. Photocopy the copies of the cards onto worksheets. 

2c. Paperclip copies of cards to appropriate worksheets. 

2d. Set pamphlets aside (all items of 100 pages or less). 

2e. Alphabetize remaining titles by main entry to facilitate searching. 

3. Photocopy serial titles onto separate sheets, cut them up, and 

alphabetize for searching in the Serials Catalog. 
3a. Photocopy serials statement and history cards from the Serials 
Catalog. 

3b. Copy the history cards onto worksheets. 
3c. Staple statement card copies to worksheet. 

SEARCHING 

4. Search batches of worksheets by main entry in bibliographic tools to 

determine commercial availability in both reprint and microform for 
all editions of the title. Do not search pamphlets. Begin by search- 
ing for microforms. If microfilm is found for the exact edition, do 
net search that item any further. (N.B.: this step may be skipped for 
a few selected classifications.) If the exact edition in reprint is 
found, do not search further. Use the appropriate search tools for 
serials . 

PRECATALOi^NC 

5. Search batrhos of primary worksheets !>v nnin entry in the official 
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catalog (OC) and photocopy OC cards for all ^ther editions of each 
target title onto new worksheets. Note the call numbers of each edi- 
tion on the primary worksheet. (N.B.: this step may be skipped for a 
few selected classifications.) Add your initials at the bottom right 
corner of the worksheet. Check off and date any call numbers called 
from Mudd. 

RETRIEVAL 

6. Organize all searched books and serials and unsearched pamphlets into a 

single call number order sequence. 

7. Check each edition in the SML stacks and indicate the condition on the 

worksheet. Pull all target volumes, and any other editions in poor 
condition. (Relevant editions in CCL or special collections within SML 
will not be checked.) 

CIRCULATION I 

8. Charge out all pulled volumes on Geac/Orbis find lis' the location in the 

Geac POORBK field as EHMP. 

BIBLIOGRAPHIC REVIEW 

9. Set aside all problem titles to be reviewed by the bibliographer for 

decisions. Books in good condition will be automatically kept (circle 
"keep" on search card), and these are not reviewed by the biblio- 
grapher. Titles are reviewed if they are deteriorated (extremely 
brittle, or with broken pages, or somewhat brittle with a broken bind- 
ing), would be damaged by filming, or have a complicated search record 
with multiple editions. 

CATALOGING I 

10. Input a film record on RLIN for all volumes to be filmed. Add the Queue 
Date line to the film record. If the book is to be retained, also 
input the book record. If a Copyflo hard copy is to be nade, input a 
record for it (it will always be made doable-sided so pagination is the 
same ps that of the original). 

TARGETS 

11. Produce a bibliographic target and temporary (temp) slips on the PC. 

PREPARATION 

12. Prepare the target volumes for filming: 

a. Thumb through for completeness (a reasonable effort should be made 

to complete it if incomplete, through borrowing from another Yale 
library or ILL loan); 

b. Add "Cut" or "Do Not Cut" instructions; 

c. Fold the target once and place in book; 

d. Measure for Quality E Index value and enter on workform; 

e. Make sure ono copy of the card in placed in book; 

f. Place workform with roquired targets marked in book. 

13. Prepare ^n ordor for each box: 

a. Ti* volume together lor which a Copyflo copy is ordorod and mar/.; 
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b. Order the film, cine (2A) mode, for: 
1 negative master 

1 duplicate negative 

2 positive service copies (1 for Center for Research Librnries - 

CRL). 

PACKING I 

14. Pack volumes in boxes with order slips in each box. Pack and label 
materials separately for the following categories: 

1. Do not cut monographs and pamphlets; 

2. May cut monographs and pamphlets; 

3. Do not cut serials; 

4. May cut serials; 

5. Books that need Copyf lo copies made > 

Take boxes to Shipping for Micrographic Systems of Connecticut (MSC), 
who will film the materials according to RLG specifications. 

HARD COPIES I 

15. Place orders for reprints where specified. Catalog when received and 
dispose of original volume. 

PACKING II 

16. Unpack filmed volumes with film copies. (Books designated as "keep", 
but which return from microfilming in poor conditon, should be seen 
again by the bibliographer.) Process invoices. 

17. Enter materials by storage number (SN) equivalent on log, 

18. Assign SL numbers to master and duplicate negatives and one positive. 

INSPECTION 

19. Inspect 10% of the reels (at least 1 in each batch) for page-by-page 
completeness and bibliographic accuracy. If any error is found, return 
the entire batch to MCS (ignore duplicated pages; a missing page is a 
major error) . 

20. Return errors or iLL-corapleted reels for correction. 

CATALOGING II 

21. Update the RLIN/Orbis record with film number (SN equivalent) and erase 
the Queue Date line. 

22. Check labels for accuracy. Pack up reels with temps and send off: 

Master negative to Mudd Central Storage (N & NS — negative and 
negative serial) 

Duplicate negative to Mudd Central Storage (ND & NSD — negative 
duplicate and negative serial duplicate) 

Positive service copy to Microtext Reading Room (B & S — boMc and 
serial) 

Positive service copy to Center for Research Libraries (no temps 
but include the RUN storage and identification number) 
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23. Mark reels as finished on the log for NEH records. 

HARD COPIES II — 

24. For Copyflos, place the call number of the original (non-standard 
coding: 96U; REP; 533: for Copyflo; 260: fur original) on the back of 
the title page in pencil. Ha*e Copyflo copies bound and labeled 
through Preparations. 

VOLUME DISPOSAL 

25. Process the volumes according to the bibliographer's decision: 

a. Repl RQ. shelf with duplicate of worksheet for reprints; 

b. Rep? r shelf in special NEH area with duplicate of worksheet; 

c. Transfer with duplicate of worksheet; 

d. Discard with duplicate of worksheet; 

e. Feshelve books to be kept. 

CIRCULATION II 

26. Discharge or change location records in Geac/Orbis as necessary. 



A ssruptions : 

1. A worksheet is retained in a main entry file for all target volumes 

processed in the Project. 

2. Storage numbers starting with 1500 are used by MSC tor this project. 

3. Preservation will ask for a large bauch of SL N and NS numbers so that 

assignment can be made in Room AO. 

4. The l'roject. staff carry out ALL the processing and cataloging for the 

reprints and Copyflo copies ordered. 

5. The Project staff carry out ALL processes connected with any part of 

these routines and will be closely connected to Cataloging for qualify 
control of all records. There wi.M be a formal liaison, probably 
through the Recon Management Team of the Database Management 
Department. We must follow all policies in use in Yale's central 
cataloging system. 
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Systems and- Procedures Exchange Center. 



SEARCHING PROCEDURES 
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UNIVERSITY OF CHICAGO LIBRARY 
PRESERVATION DEPARTMENT 



Selector Review Process 

The Preservation Department staff will assemble bibliographic information and 
information about condition to support the preservation review process. 

1) Bibliographic Searchir j: For item verification, searchers will provide: 

.a copy of the shelf list and general catalog record for each item to be 
reviewed (Catalogs in Regenstcin will be used whenever possible) 

.copies of catalog records for other editions 'n the Library system 
.a circulation record for the item listing other copies in LDMS 

2) Condition Repo rt: Searchers will go to the shelf and provide a brief condition 
report for other copies and editions as listed above. Items charged out to patrons 
will be omitted. 



3) Replacement Searching : Staff will search: 

.the bibliographic utilities (OCLC and RLIN) for replacements 
.replacement catalogs (reprint first, then microform catalogs) for available 
replacements 

.for the exact edition and other editions and provide reports on availability 

Searching Tools: The following standard set of replacement tools will be 
searched for all titles: 

. Bibliographic Utilities : OCLC, RLIN 

. Reprint Sources: BIP, Foreign BIP, GTR, 

. Microform Sources : NRMM, GMIP, NYPL Microform Register 

Other catalogs may be added as appropriate for specific languages and subject 
areas. 
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UNIVERSITY OF MICHIGAN LIBRARIES 
LIST OF SOURCES FOR SEARCHING 



TITLE LOCATION ABBR. OF TITLE 



Books in Print 


Reference 


BIP 


Books in Print Supplement 


Reference 


BIP Supply 


Books in Series 


Room 7 


BIS 


British Books in Print (fiche) 


Reference 


BBIP 


Center for Research Libraries (fiche) 


Room 7 


CRL 


Forthcoming Books in Print 


Reference 


Fort*icuTair«g 


Guide to Microforms in Print 


Room 7 


GMIP 


Guide to Reprints 


Reference 


GTR 


International Books in Print 


Room 7 


IBIP 


Microform Reading Room Catalog 


MRR 


MRR 


Nat'l Register of Microform blaster s 


Room 7 


NRMH 


National Union Catalog 


Reference 


NUC 


New Series Titles 


Reference 


NST 


New York Public Library 


Room 7 


NYPL 


Newspapers in Microform 


Reference 


NIM 


Out-of -Print Books (fiche) 


Room 7 


OPBC 


RLIN data base 


Room 1; Serials 


RLIN 


Serials in Microform 


Room 7 


SIM 



Additional sources for foreign imprints in Room 7: 
Catalogo dei Libri in Commercio (Italian) 
Les Livres Disponsibles (French) 
Verzeichnis Lieferbarer Buch (German) 
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NEW YORK UNIVERSITY LIBRARIES 



SEARCHING PROCEDURES FOR BRITTLE BOOKS 



I. Fill out the search slip with the author or editor's name, title, 
rxtblisher, place and dat* of publication, bar code, call number and 
ccpy number. Copy nu'bers can be found in three places in this order 
of preference 1) v tr so of title page, 2) spine, 3) lower right-hand 
corner of ir^ide of back cover. Also record any special information 
suc.t as translator, series name, etc, 

II. Detemine what otiier editions the library owns, 

A. Search Bobcat and/or the public catalog and the shelf list 
as appropriate (see flow chart). If there are other editions 
copy their call numbers in the "other editions" columns, rf 
more than two other editions are owned make a note such as "many 
other editions, in pc" . Make notes as necessary to show if the 
editions are earlier or later and/or hew they differ from the 
bock in hand, i.e. 3r^ edition, Latin edition, different 
translator, special forward, etc. Also make note of locations 
other than Bobst. Record the number of copies owned. 

When searching the shelf list record the copy information founu 
there exactly as it appears, e.g. c 1, c 2, c 1H, not 3 copies. 

If the bock is part of a multi-volume set, record this 
information for ail volumes. 

B. Search the stacks if all copies owned are not in hand (see 
flow chart) ♦ 

1. If no copies are on the shelf record tDS. 

2. If copies are located: 

a. examine them in order to determine their condition 
and their circulation history; 

b. pull any bcoks that are so deteriorated that they 
cannot be used; books in this category would not have 
brittle paper alcne but would also have loose or missing 
paces, detached rovers, etc. 

c. pull any books that can be weeded because of low 
use but leave at least one copy of the title on the 
shelf; 

d. copy the bar codes and ccpy numbers of any books 
remaining on the shelf; if there are duplicate copy 
number or a copy with no copy number and a copy marked 
c.l, bring them to Crtalog Maintenance; if a copy is 
found on the shelf without a zebra label, assign one and 
record the bar code number and the ccpy number on the 
search slip; do this step for the book in hand only, not 
for other editions; 
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Brittle Books 
Page 2 
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e. if a sufficient number of copies are on the shelf 
put all books now in hand on the discard truck? the 
search is now completed for this title; 

f. if replacement or reformatting is indicated record 
circulation history of the books remaining on the shelf 
and go on to the next step; 

NOTE: If a large set of books is in bad condition, 
bring down a couple of volumes representative of the 
set's condition and make a note on the search slip that 
the selector should consider the entire set when making 
a decision. Any book taken from the stacks must be 
checked into a search and reviev patron on circ. 

C. Search the circulation system for any copies that have not 
already been accounted for (i.e. in hand or" on shelf). Record 
any information (for book in hand only, not for other 
editions) found in circ in the following format: 

Location Bar Code Local Cy Mo. Status LAD 

0C0791890 0 IL 81-08-09 

011723491 3 Due 86-06-09 

010934214 0 RET 86-01-0* 

BRESRV 009324115 1 il 84-10-01 

008423666 0 SR1 82-05-09 

000047652 2 Due 99-12-31* 

*Copies with a due date of 99-12-31 are checked out to brittle 
books or search and review. Retrieve those copies and search 
all copies together. 

III. Search for replacemants. 

A. Search the following in print tools as appropriate: 

1. For monographs search these tools in the order given: 

a. U.S. Books in Print or foreign 3IP 

b. Guide to Reprints 

c. Books On Derand 

d. Guide to Microforms In Print 

2. For serials search: 

a. Serials In Microform 

b. Guide t_o Renrints 
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c. Guide to Microforms in Print 

3. Record publisher, price, edition, LC or ISBN numbor, 
date and series, if any, etc. 

4. Note sources searched unsuccessfully, e.g. BIP - 0. 

B. If a replacement is found that costs less than $40.00 and is 
the same edition as the book in hand, assign a fund code with 
the suffix D, copy erase (do copy delete if there are 
outstanding transactions on the record) the bar code from the 
circulation system and send the order with the book to Catalog 
Maintenance. Record the date, price and fund code on the 
statistics sheet. 



IV. Distribute books requiring a replacement decision to the subject 
specialists for decisions. The books will be returned to Collection 
Management after the selectors have reviewed them. 

A. Those marked withdraw or replace should be distributed to 
the discard or Catalog Maintenance trucks as appropriate. All 
books to be discarded will be copy erased from the circulation 
system before being sent to Acquisitions or Cataloging. 

B. Those books marked retain should be given to the 
Preservation Librarian and will be replaced, discarded, sent 
back to the bindery for treatment or considered for 
microfilming. 



V. Brittle books to be replaced 



A. Replacement order slips: Collection Management will generate 
replacement order slips and pass them along to Acquisitions. 
Collection Management will indicate the following replacement 
categories on the slip and Acquisitions will enter the 
information in the catalog note field in the RLIN bibliographic 
record: 

1. 0. der is to be cancelled and item is to be withdrawn if a 
replacement cannot be found (CIOT = Repl/disc: <call 
number>); or, 

2. Order is t be returned to Collection Management if a 
replacement cannot be found (CIOT = Repl/disc/retain: <call 
number>). NDTE: This option will be chosen when we wish to 
preserve the original on film. 

B. In both of the above cases, Collection Management will charge 
bcoks out to a Replacement patron, with a 12/31/99 due date, and 
shelve bcoks in a separate section of the third floor brittle 



ERLC 



80 113 



Brittle Books 
Page 4 



books area* These books will be held in this area until 
notification of the final replacement status of each title ♦ 

C. When a replacement order cannot be found the title will fall 
into one of the following two categories (also listed above): 

1. Replacement not found/withdraw original (CTNT = 
Repl/disc: <call number>) Acquisitions will send to Catalog 
Maintenance a printout of the PARtial screen of the FT, IN 
record with a note (CPST = CAN) indicating that a replacement 
is not available* Catalog Maintenance will retrieve the item 
from the third floor storage area, discharge the item from 
circulation and discard it from the collection* 

2. Replacement not found/ retain original (CTNT = 
Repl/disc/retain <call nuiriber>): Acquisitions will send to 
Collection £!anagement a printout of the PARtial screen of the 
RLIN record with a note indicating that a replacement is not 
available* The item must be sent to Catalog Maintaiance if 
Collection Management decides to withdraw it. 

D. When a replacement order is filled (CINT = Repl/disc or 
Repl/disc/retain <call number>) Acquisitions will send to Catalog 
Maintenance the item received and a printout of the PARtial 
screen of the RLIN reoord. Catalog Maintenance will retrieve the 
item from the third floor storage area, discard the item from 
circulation and discard it from the collection. The new item 
will be added to the collection as an "add 11 or "new title' 1 as 
appropr iate. 



revised 6/88 
co!093 
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UNIVERSITY OF MICHIGAN LIBRARIES 



AMAT0lV\v/ OF A SEARCH- FO*RN\ 



Copy of sWelftisV 

Card 



KUTTLI BOOK KCI>2ACZK£KT FOKM: SEJMALS 



Suwrwarvj of- holdings 
^copies of holdings 

cards will be 

attuned) 

Condition rating 
sevh . The +>p 
number is ;roe- 
paper cowdiii^ 
i IS rtoh brittle ; 
5 is atfremeh/ 
bnttit. Paper 
conditions cf S,4, 
and 6 are 
Considered brittle- 

enouaw -{or 

bottom number 
refers *ft> -tv>^ 
Condrhbn of H*cV 
binding. 



catalog curd: 



XZU Holding* fuaaaryt 



Other copiaa/voluaee/oditlon* 

(none call number, data and condition) 



Condition of originals: 



Jttplaceaents Available s 



| Searching reeultss 
I 

| KM catalog 

I 

I c — 



I 



I 
| 

I 

I 




| CTR 
| BIP 

j BIP auppl 
j Porthcoaing 
I BIS 
I 

| Microforre 
I 

| XKXH (€5-75) 
l 1»7C 
| 1977 
I 1970 
1 1979 
I 1910 
| 1911 
1 1912 
I 1913 
| SIM 
| CHIP 
| MA/KXMC 
| MYPL 

| International catalogat 
I 

I JBIP 

| (all non-U. S.J 

| ID (French) . 

| VLB (German) 

| COLIC (Itel.) 

| BBIP (British) _ 

! 

| ULS: 

I I 

I 

I 



reprint* It fiflaiitoa* 
•fty Serial* 

B ee to to 



Zr-^eruls W Microform fuMl 
— US— Mfcr^foms Annual (Poiwnr 

WfcSS ) ^ 



1 Win list- -foftxt IF hridinj 
libraries, dnd list ourn 

Junto co^vipici^ roias. 
Used fix disposrtlon 

0nd ILL purpose 



Some 



L oh monograph Search -fcrm . If Summary in Sfafes 
"partial fiW, partial nef runt" or * partial ftlni owned by library * -then 
ail brrtHe vols, in our Golleetio* are not- available iw % replacement" 
can jurdiase par-ha4 replacements and filrvi remaining brittle. 

Volumes . 
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ANATOMY OF A SEARCH FORM 
Back. 

£saME Pbft MONOGRAPH 4 SBfcAl.) 



Two bos-ic choicer 




Mlictct 'o toco —n d a tlon: 



WLaCS dWtlJULt 



( jortor eoonorcitl »i*r*f»rn 

( )Cr*«r oo— orolil reprint 

( )Mad for fllftlee; 

( ) Hroduc« Preeerrttloa photocop' 



( Hoot editlxt 
( joateet edition 



) ether 04111011 
)other edition 



Dleyoflltloc 9t orifUol attar reoleoeaocits 

)«ltMrov 
) to turn to etack* 
jTrexufar to euhr 



do mn MTLfccz wggnan 



( ) withdraw 

( ) to turn to etack* 

( )Tranafar to euhr 



OKilvJ -for origiruls 
' Under iso pages. 



for ditposituort 



Questions > request's 
•for mforvnahow can 
written here. Soofc- 
a*d -form should tte* 

shell 



Qeeetloee/ooee&eete/aore information aoodedT 



•elector lr.ltlalat 



Dattt 



For treaervotloa Of fix* Om Calyt 
•eoroMnf eooplet* _ 



Oonmerclol replooeeentt 
toprlnt ordered 
Microform ordered 1 



Axch-vel reprint on«x«9 

Xe-house flint 

ILL »»f i ordered 

tont for flUlnf 



received 
received 
received 



isesected , 
ifttpectAd ' 
ieepect* 



received 
received 



free 

lnepecteT" 



Pree-irvetlon pfc~tooooy produced 
tent for cataloging 



Dlepceltlon *f orlflnolt 
Cent for vlthdrtvel 
toturaed to etacto _ 

Traneferred to Buhr 

I ant to book repair 



eent for binding 



OffiC^ records 
of ocJtvons. and 
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Amato^v of a search for/a 



a>py of SKelf list- 
card 



wurrat soc* MEPiAcomrr 



Catalog card: 



•oarofelng raaoltai 
HMt catalog 



All moncqrofh 
volumes "scorched 
are briWc. 



edrhons, held b\/ -H*e 
Qrad. or ony oHter \jtA 
U&aAj USTed irf -the 
public catnU>3. Cards 
•for otter erfrtionS Will 
be attached , for^ 
comparison. 



condition of original i 



othar ooplaa/Yoluaca/adltlooa 

(not a call n unbar, data and condition) 



otfcar Morka 



"To indiCAfc tf hbrary^ _ 
Collects author , or 
if c-utho>r is cf noTe . 



OCIT 



rlxh 



will indicaTe tf we own 

Ok {\bv\ for SOrvic. 
/ other ediVon Copies, of 

attached. 

Will list +otul holding 
.libraries, printout* for 
/any film , fiche or 
-/ repnVrr ^>und will be 
I attached. 

1 uiiil ha*e RLlM code for 
phc oca ct ccrpvy. print* 
J outs vv'ill be attached. 



R»pxlnt£ 



UP 

■XP mppi 
forthcoming 

Hicr«forma 



«5-7S) 

1»74 
1977 
1979 
1979 
1910 
1911 
1912 
1993 

GK2P 

OPB flcha 
Wt?L 



Into mat lonal catalogs 



_ — Guide to fcefri'nTs 

1 «j-^8coks in Priot* 

~ feif> supplement 

PorfHcionn'nd E>iP 

_r"-*Mation<J.I T*egi$t-ev- of 

Microform Ma^tc^s 



Z^Ovt of. print- B«x>*^trx«. 

Weio Y*-M- Public library 



In 



x«p _ Inrtematitavxl Boon 

(mil non-U, 0.) prin+- 

J£» ( <£!!£ni ="-Lwret Dispoiiwcc 

CWJC (Xtal!) ~ 3^V«rZXtthniC McfeHoCL'**- 

MXP (DriUiah) "TV Bucher 

~\ CattL(00O del Libxi In 

W,C| ■ \ . ConSv>CKdo 

BntiSh Books In Print 



3; 



ftaplaocsanta Avallablas 



Wili Ust -bfal ^ hold 113 
libraries. Used for 
disposition and l^-U 
purposes . 



Will lisf 411 neplacernenTS -found in Sourte* on rujkt. Mumber r>evct -it) 
Source will correspond +> number ncK-f -to replacement. Summary of 
ffcpia^emenTs available, will be- wnheia ^ lr1 - ^ S ecW 
C&.£-; esuxdr film, evact reprint , library owns fu w > $ > etc. .} 
Itews +hcct are nof clearly replacements , having ambiguous 
inforniafio^ ; or availa.blf^ from publisher* of dubious ^tutLCTy or- 
V^putoutiJDio $ will Hot be included iri Summary. 
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ANATOMY OF A SEARCH FoRAA 
Back. 



Two basic choice: 




talactor'a lUcoaMitdttiofit 



urua okioduli 



( )oanct otitic* 
( )*xxct adltlon 



( )OnUr in—ircUl »1 era for* 

( )0rtUr tir— ircltl roorUt 

( )faod for fll*i»e 

( j produce Fr*Mrvatlta aaurtooocy m 

Oi«po*itloii »f erleUal aftax Wfl MH tl 

( ) Withdraw 
( )Mtum to • tacit* 
( ) Tram far to Oufcr 

oo wot waua awmu 

( )Vithdrav 
( )Mtum to etaeka 
( jrranafer to Buhr 



( latter edition 
( >atMr edltiM 



Ottlvj -for Or igirvilS 
~" Under lso pages. 

' for dltposiTlcrt 



ftudStio^S , requests 

written here. BooK- 
and fcrnt should tte* 

$>c placed on 'TVoWew^ 1 

sheif • 



Qeoe tione/oo— a ata/enra lmforoatlcu 



talactor'a lnltlalai 



Data i 



For rraawrration Office ■»• CmXyi 
Marching eaeplata 



Co*a*rcial reolaoeeentj 
Raprint ordered 
Microform erder*3~ 



Archival raprlnt irSwT 



"rt-houaa filet 
ILL oifoa ordered 
tant for fllalng 



rooclved , 

rooclved 

roocived 



iacpocted , 
ieepectad [ 



lved 
lved 



lnapactoT" 



fraaarvatlon pfeotococy ereducad 
cent for cataloging [ 



Dlcpoeitlcfi af original i 

cent far withdrawal 

Returned to etaefca 

tranafarrod to tuhr 

tant to hook racalr 



•ant for binding 



Dffic£ records, 
of act-ions and 
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YALE UNIVERSITY LIBRARIES 



(MOTE: Scorch form is a ha If -afreet, double-sided) 



DATE 



BIP_ _BIP_ CTR_ CFB_ GIM_ 
KJN_ NNf_ SIM_ NIM_ 

NW1 75 76 77 73 79 80 8x 82 83 
NUCf 83 84 8> 8f. 87 ODER 



SELECTOR/DATE 



DECISION/DATE 



DONE/DATE 



VJCRKS/EftIA 



Keep To Pres. 
Discard Reject 



EDmOB Chly c. CtY 



Others 



Wbrte 



FIBER: 


STORAGE # 


O0SIS:KASreR 


EXPOSURES 


OQSIS:DUPS 


DENSITY 


TOTAL 


RRA3IO 


NO, VCLS. 


C/D RUN HW1 


NO, REELS 


C/DRUN ID#2 




OKIE 




C/D CALL* POS 




CALL? MED 


86 


CALU? NEED 



120 



UNIVERSITY OF FLORIDA LIBRARIES 



BRITTLE BOOK WORKSHEET 



T -s this item Rush/Priority? Yes No 



BIBLIOGRAPHIC INFORMATION 

in^c 1 ^" 01111 " 9 Library: Language: 

NOT IS No. I Item Record No#l 

Call No. i c — 

Multi-Volume Set? Yes No (If YES, attach MULT?-VOlSmE FORmT 



Author (lXX)i 
Titlu (245): 



Place of Pub. (560 »a) : 

Publisher (260 *b): 

Date of Pub. (260 *c)» " ph^— (250>t 

Subject (65X *a> i 



Double Fold Test (Single Vol. Monographs ONLY)i 0 12 3 4 5 
Other Damage! c * H 3 



INSTITUTIONAL HOLDINGS , This Edition, Other Copies 

1 Location/Holding Library i 

NOTIS No . j rrr~-^ -p— 

Call No. i It6m ^ C ° rd — 



Double Fold lest: 0 1 2 3 4 3 NB Re^in," y— 

Other Damage! M / . ' 

* — > _ Missings Y N 



H Location/Holding Library! 
NDTIS No.! 



rall Kl Item Record No. : ' 

Call No.! r N 

sss"^:"** ° : a 3 5 — 

■ Missings Y N 

ATTACH ADDITIONAL SHEET IF NECESSARY. 



INSTITUTIONAL HOLDINGS: Other Editions. 



1 Edition No. /Date! 

Location/Holding Library? 



NOTIS No.! T , ^ p — 

w — Item Record No.: 

Call No.! 



Double Fold Test, 0 12 3^5 NB R e pr i Tt »' ' — 

Other Damage: ml*!*, Y N 

2 Edition No. /Date! 

Location/Holding Library! 

NOTIS No.! " 77 E IT - ^ 

r^n m Item Record No.: 

Cal 1 No . : — - — 



a a nu ■ • _ — 

ss£\e£P: 0123 — I ~™>' *™ 

Missing: Y N 

ATTACH ADDITIONAL SHEET IF NECESSARY. 
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BIBLIOGRAPHIC AVAILABILITY 








Duplicate Original Available 








Place of Pub.: Publisher: 








Date of Pub.: Edition: 


ISBN/ISSN: Liat Price: 


Source: 


Repi int Available <pH: ANSI Unknown) 








Place of Pub. J Publisher: 








Date of Pub.s Edition: 


ISBN/ ISSN s List Price: 


Sourcei BIP GtR Other: 








Microform Available 








Technical Information <007 field) i 








MMD: b c d e f RR: a b c 


v 


u 




POLi a b m u EML: a b c 


m 


u 




DM* a f 1 m u GEN: a b c 


m 


u 




Place of Reproduction/Publication (533 $b): 








Publisher/Reproducing Agency <533 Cc): 








Date of Reproduction (533 $d): 








Source: GtMiP NRMJKyr: ) RLIN<# 






) 


UMI Other! 








Not available in any forn 



DISPOSITION/DECISION 
Bibliographer/Selector (Name)* 



Please describe the value of this item to the collections in 
terms of retention. 

Permanent Retention 

Long Term Retention <More than 5 years) 

Short Term Retention (Less than 5 years) 



Please 


record your decision for each in of the following. 


1) 


Retain Original Withdraw Original 


2) 


Retain Illustrations/Plates Discard I 1 lus. /Plates 


3) 


Purchase Duplicate Purchase Reprint 




Purchase Microfilm Purchase Microfiche 




Microfilm 35mm Microfiche 




Preservation Photocopy 



Bibl iographer/Selector Signature Date 



RETURN THIS FORM TO THE BRITTLE BOOKS PROGRAM IN THE PRESERVATION 
OFFICE. 
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BRITTLE BOOKS WORKSHEET 
ADDITIONAL COPIES ATTACHMENT 



INSTITUTIONAL HOLDINGS i This Edition, Other Copies 



3 Location/Holding Library) 

NOTIS No.s 

Call No. J 



Item Record No,; 



Double Fold Test: 
Other Damage: 



2 3 <f 5 NB 



Copy No,: 

Reprint: Y N 
Missing: Y N 



Location/Holding Library: 

NOTIS No.: 

Call No.: 



Item Record No.: 



Double Fold Test: 
Other Damage: 



1 2 3 4 5 NB 



Copy No.: 

Reprint: Y N 
Missing: Y N 



5 Location/Holding Library: 

NOTIS No.: 

Call No.: 



I tern Record No. ; 



Double Fold Test: 
Other Damage: 



0 1 2 3 4 5 NB 



Copy No.: 

Reprint: Y N 
Missing: Y N 



6 Location/Holu *g Library: 

NOTIS No.: 

Call No.: 



I tern Record No • : 



Double Fold Test: 
Other Damage: 



2 3 4 5 NB 



Copy No . : 

Reprint: Y N 
Missing: Y N 



7 Location/Holding Library: 

NOTIS No.: 

Call No.: 



Item Record No. 



Double Fold Test: 
Other Damage: 



O 1 2 3 4 5 NB 



Copy No.: 

Reprint: Y N 
Missing: Y N 



8 Location/Holding Library: 

NOTIS No.: 

Call No.: 



I tern Record No. : 



Double Fold Test: 
Other Damage: 



0 1 2 3 h 5 NB 



Copy No.: 

Reprint: Y N 
Missing: Y N 



9 Location/Holding Library: 

NOTIS No.: 

Call No.: 



Item Record No.: 



Double Fold Test: 
Othfi»r Damage: 



2 3 <* 3 NB 



Copy No.: 

Reprint: Y N 
Missing: Y N 



10 Location/Holding Library: 

NOTIS No.: 

Call No.: 



Item Record No.: 



Double Fold Test: 
Other Damage: 



0 12 3 



5 NB 



Copy No.: 

Reprint: Y N 
Missing: Y N 



G9 



p/b 1.4-1988 



9 
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BRITTLE BOOKS WORKSHEET 
ADDITIONAL EDITIONS ATTACHMENT 





INSTITUTIONAL HOLDINGS: 


Other Editions. 






3 


Edition No. /Date: 


















Location/Holding Library* 


















NOTIS No.: 








I tern 


Record No.: 








Call No.: 










Copy No • : 








Double Fold Test: 0 1 a 


3 




5 


NB 


Reprint : 


Y 


N 




Other Damage: 










hissing: 


Y 


N 




Edition No. /Date: 


















Location/Holding Library: 


















NOTIS No.: 








I tem 


Record No.: 








Call No.: 










Copy No • : 








Double Fold Test: 0 1 2 


3 


<* 


5 


NB 


Reprint : 


Y 


N 




Other Damage: 










Missing: 


Y 


N 


5 


Edition No. /Date: 


















Location/Holding Library: 


















NOTIS No.: 








Item 


Record No.s 








Call No.: 










Copy No • : 








Double Fold Test: 0 1 2 


3 


k 


S 


NB 


Reprint: 


Y 


N 




Other Damage: 










Missing: 


Y 


N 


6 


Edition No. /Date: 


















Location/Holding Library: 


















NOTIS No.s 








Item 


Record No.: 








Call No.s 










Copy No • : 








Double Fold Test: 0 12 


3 




5 


NB 


Reprint: 


Y 


N 




Other Damage: 










Missing: 


Y 


N 


7 


Edition No. /Date: 


















Location/Holding Library : 


















NOTIS No.: 








Item 


Record No,: 








Call No.: 










Copy No . : 








Double Fold Test: 0 12 


3 




S 


NB 


Reprints 


Y 


N 




Other Damage: 










Missing : 


Y 


N 


8 


Edition No. /Date: 


















Location/Holding Library: 


















NOTIS No.: 








I tem 


Record No.: 








Call No.: 










Copy No . : 








Double Fold Test: 0 12 


3 




5 


NB 


Reprint : 


Y 


N 




Other Damage? 










Missing: 


Y 


N 


9 


Edition No. /Date: 


















Location/Holding Library: 


















NOTIS No.: 








Item 


Record No.: 








Call No.: 










Copy No • : 








Double Fold Test: 0 12 


3 




5 


NB 


Reprint: 


Y 


N 




Other Damage: 










Missing : 


Y 


N 



p/bl .*»-1988 
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BRITTLE BOOK WORKSHEET 
Multi-Volume Form. 



Instructions: This form is to be used in conjunction with the 
principle Brittle Books Worksheet. Attach this form to the 
Worksheet . 



Locat' )n/Holding Library:, 

Call No. j 

Author z 

Title: 



Volume 

— 


Part/Year 


Copy 


DFT 




Volume 


Part /Year 


Copy 


DFT 










— — 









































































































































































































































p/bl. 3-1988 
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University of Colorado Libraries: 
Boulder, Colorado 80309-0184 



PERF 

EVALUATIONS BY: 

REFERENCE 

SCIENCE 

~ART & ARCH 

OTHER 



DATE 



ROUTE TO: 



CAMP 

"circulation 

"acquisitions 

"other 



CALL NUMBER 



SHELF LIST: 

UNIQUE COPY 

MULTIPLE COPIES 
(see HOLDINGS)^ 
OTHER EDITIONS: 
NO. DATE 



or EDN. 



HOLDING 



COPY LOCATION 


F 


NF 




F 


NF i 


1. 






9. 






2. 






10. 






3. 






11. 






A. 






12. 






5. 






13. 






6. 






14. 






7. 






15. 






8. 






16. 


















r>TSPr>STTTr>N RECOMMENDED BY 



DISPOSITION ROUTE 

KEEP AS IS—TO CIRC. — TO SHELF 

PRESERVE—TO CAMP 

(REPAIR AS NECESSARY) 

CANCEL TO CIRC. THEN TO CAT. 

REPLACE MISSING PAGES— TO ACQ. W/PR 

(MAX ^F FOUR CONSECUTIVE 
LEAVE) 

IN HOUSE PHOTOCOPY —TO ACQ. W/PR 



REORDER: (MUST BE USED TOGETHER WITH DISPOSITION 
MARKED ABOVE) 

HARDBACK REPRINT 

PAPERBACK MICROFORM 



OTHER COMMENTS: 

SPECIAL INSTRUCTIONS TO CAMP OR REFERENCE 
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EMORY UNIVERSiTY LIBRARY 



Date initiated RLG Great Sollfigtions Call 

Searcher Coo >erative Preservation Microfilming Project no 

SEARCH FORM 



Author: 



Title: 



Pubn 

Publisher: date: PP: ,|| us . 



Other eds held: 



□ OCLC searched □ RLIN searched □ DOBIS searched Q UVC searched 

□ OCLC print-out L □ RLIN print-out & □ DCBIS print-out 

□ holdings attached □ holdings attached attached 



A PRESERVATION REPLACEMENT SEARCH 



SOURCES : 

□ ■ UMI 

□ BIP 



□ NYPL 



[enter ✓ if source has been searched, but nothing found, 
if found, enter #1 (etc.) to correspond with Section BJ 



□ GMP 

□ GTR 



C\ ATI A US** 0+ HHC* ^ 

□ ATLAcompl./ . . . #(l A , 

□ ATLAprai ( f ' lW ' ar b fHlmca ' JS ^ rr 



□ NRMM 65-75 

□ NRMM 76 

□ NRMM 77 

□ NRMM 78 



□ NRMM 79 

□ NRMM 80 

□ NRMM 81 

□ NRMM 82 



ERLC 



B. COMMERCIAL REPLACEMENT SOURCES 
1 Pubr/Source* 



Edition (if variant): 
ISBN: 



LC#: 



2 Pubr/Source- 



Edition (if variant)- 
ISBN: 



LC#: 



3 Pubr/Source* 



Edition (if variant)- 
ISBN: 



LC#: 



□ see attached sheet for additional sources 
C. DISPOSITION : Selector Decision 

□ Order from SOURCE # above. 

□ No commercially available replacement: 

O produce pres ph'ccpy 
O contract for pres mlilm 



□ OCLC 



□ RLIN 



□ OCLC 



□ RLIN 



Q OCLC 



□ RLIN 



Hard copy 

Mlilm: 

Mliche* 

COST: 



Hard copy 

Mlilm: 

Mliche- 

COST: 



Hard copy 

Mlilm- 

Mliche* 

COST: 



□ Withdraw: do not replace 

I NOTE: Search form is a ha If -sheet, doublo-s • <1o«j | 
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UNIVERSITY OF ARIZONA LIBRARIES 



DAMAGED MATERIALS 
Call no. ' 



EVALUATION 
[] Brictlt paper 
cannot be bound 



[] Missing pages 
(mutilated) 



] High Dae 
] Low Ufa 

SCISIOH 
I Keep as is 
] Withdraw - do not 

rtplact 
] Withdraw - replace 

with new copy/edition 
] Add additional copy/ 

edition 
] Phase box and return 

to stacks 
] Microfilm and discard 

original 
] Photocopy lnhouse and 

discard original 
] Archival replacement, 
copy commercially and 
discard original 
] Bind as is 
Keep as is 

Replace pages & repair 
Replace pages 4 bind 
Withdraw - do not 
replace 
] Withdraw - replace wit 

new copy/edition 
] Add additional copy/ 
edition 
.] Other 
] Defaced 
] Narrow margins 
1 Missing contents 
] Stained 
Other [] Repair 

Bind 

Special Treatment 
Semi-Restoration 
Envelope 
Phase bos 
Meg-a-fils 

Locate in Spec. Coll. 
Other 
SEARCH NOTES 
Repl: Search notes - Sources checked: 
(] BIP. and Foreign equivalent 
Guide to reprints 
Micro-forms 
RLG Micro-master 
U OCLC Micro-master 
[] LC Micro-master (defunct) 



Withdrawal requested by:_ 
tuthorized by 



Date 



Acq/Serials Librarian 



Other Comments: 



FRIG 
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UNIVERSITY OF CALIFORNIA LIBRARY, RIVERSIDE 



DAMA6ED/WITHDRAWN MATERIALS 

Call no. EVALUATION 



( 1 ni t . /date 



Zi3 1210 00. 



C ] Brittle paper. 
Cannot be bound 
or repaired. 

C3 Hissing pages 
(Kutilated) 

C] Defaced/Stained 

C3 Narrow nargins 

[] Other 



COD DECISION 



CLSI 



PROC 



CLSI 



Bftl 



BM 



] Keep as is 
3 Replace pages 

CLSI ACQ 

3 Withdraw - do not replace 

w/d froa CLSI BRU 

3 Withdraw - replace with new copy/edi t • or. 

w/d from CLSI __ Ai;o BRU 

3Replace with reprint of exac f edition or 
aicrofiln. Withdraw/keep orig.nal. 

w/d-keep f ror CLSI Pres AC0_ 

3 Microfil* and discard/keep original 

w/d-keep froo CLSI Pres 

3 Copy in-h'ouse and discard/keep original 

w/d-keep from CLSI Pres Bfti 

3 LBS Archival copy discard/keep original 

w/d-keep fro« CLSI ACQ BRl 

3 Microfilm AND photocopy - discard original 

__w/d fro* CLSI Pres ACQ BRl 

3 Bind PROC 



Fund 

No. of voluaes withdrawn 

tithdrawal requested by: Date. 

Other Consents: 



SEARCH NOTES FOR REPLACEMENT/MICR0FILMIN6 
C3 PCC 
C3 MELVYL 
3 OCLC 

3 BIP and Foreign equivalent 
3 Guide to reprints 
3 6uide to aicroforas in print 
3 Out of print BookJtore catalog 
3 RLIN 

3 Other (list) 
SERIALS ONLY: 
3 UCR Serials List 
3 CALLS 

3 Serials in Mi':rofora (UMI) 

3 National Register of Micropore* 
Masters 

3 NUC 1983 - 



5/87 



V87 
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DATE: 



Princeton University - Binding and Preservation Services 

PRESERVATION SEARCHING FORM 



CALL NUMBER: 



Public Cataloque 



AUTHOR: 



TITLE 



Shelf list/Serials Record Cataloque 



DATE: 



EDITION : 



CONDITION OP OTHER VOLUMES (SETS/SERIALS) 



RLIN / Geac 



Books in Print 
Authors/Titles 



Vol, 



CONDITION C OTHER COPIES 



British French German 

Books in Print 
Vol, p. 



Guide to Reprints 



P. 



Books on Demand 



P. 



DECISIONS AND FORMAT ALTERNATIVES 



Photoservices 

Order Division 
Or iginal 



Film 

Fiche 

Photocopy 

Replace 

Return to stacks 

Minor repair 

Withdraw 

Discard 

Enclosure 

A nnex A B 

Rare Books 

Archives 



Selector's signature: 
Date: 



Guide to microforms in Print 
Vol P. 



UMI Cataloque/Microforms International 
P. 



National Register of Microform Master; 
Year Vol* P. 



NUC 

Year Vol. 



9 
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PRINCETON UNIVERSITY LIBRARY 

PHOTOREPRODUCTION/ PRESERVATION DECISION FORM 



Selector- 



Date. 



Initiator 

Call/c derno.. 

Author 

Title 



Fund. 



ACTION REQUESTED 

Make film 

fiche 



neg film 
ne$ fiche 



pos film 
pos fiche 



bind 

photocopy 



REASON FOP REQUEST 

Preservation replacement 

Fewer than 5 copies held in the U S 

Unique illustrations/plates 

Presentation /autographed copy 

Other (explain). 



DISPOSITION 



Patron request 
ILS request 



Tarcet 



Original 



Collation 



withdraw 
discard 

keep in location 
annex 

other 



Pages Missing 

as is 
box 

wrapper 
envelope 



Negative 

film 

fiche 



. withdraw 
. discard 
. uncat for 
uncat for. 
. cat 



.(location) 
f patron/ purchaser) 



FILM P (M>;lci Preservation Film ) 
FILM M (Printing Master) 
FILM (Service Copy) 

(other location sen-ice copy ) 



Positive 



film 
fiche 



withdraw 
discard 
uncat for. 
uncat for. 
cat 



. (location) 
tpatron/purchaser) 



FILM (service copy) 

(other location service copy ) 



ERLC 



Photocopy 



bind kcat for 

i side 2 sides 

other 



.(location) 
acid free 
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Princeton University 
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11/20/S.7 



MICROFORM CHARACTERISTICS 



Polarity: 



Positive (a) 



.Unknown (u) 
. Mixed (m) 



Negative (b) 



Dimensions 



16 mm film(d) 
35 mm film (f) 
11x15 cm fiche(m) 
_x_ cm fiche 



number of reels/ 
sheets 



Reduction Ratio 



low v ifcx(a) 
normal 16x-30x<b) 
high21x-60xfc) 
very high 
61x-90xid) 
ultrahigh <90xie) 
variable ivi 
unknown (u) 



Color 



monochrome (b) 
color (c) 
mixed (m) 
unknown <u) 



Emulsion 



silver halide fa) 
diazo (b) 
vesicular (c> 
unknown (u) 



Generation 



first (a) 

printing master (b) 
service copy/ 
local master (c) 
mixed f m i 



Base 



safety (a) 
other (b) 
unknown <u) 



Date filmed.. 



Data supplied by 



Photographic Services 



Microforms Librarian 
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Call No. 



CORNELL UNIVERSITY LIBRARIES SeleCCOr _ 



Date Initiated 



REPLACEMENT DECISION FORM 



Bibliographic record: 



Other copies/editions/formats 
in CUL: 



Condition & completeness of set/other copies 



TREATMENT QPTIOMS: (Please che ck one of the following) 

1 ) Withdraw from Collection [Specify reason(s)] 

a. out of Scope b. Incomplete Sat 

c. other eds/copies in CUI, d. Rely or ILL 

e. other 

- Re ^ a S?di? P pi^„i UL ^i" Sifti * pr t«^' pis. explain) 



2). 



3). 



a. Order Reprint other Edition_J7 (form^ographs^onlyr 

b. Order Commercial Microfilm 

c. Microfilm, if serial or set 

d. Photocopy t if monograph 

e. Other_ 

.Phased Deterioration/Return to shelf " 

a. Not to Circulate and/or b. Protective Enclosure 



searching : ^"searched, not found; ✓-sea rched and found 

Monographs Serials 

RLIN — OCLC RLIN OCLC 

2°?ri n J rin VBBIP/etc. ~Seriili in Microform 

? U i?f ^o Reprints Guide to M. in Print 

Int'l BIP NRMM 

6MIP "other 

Searcher's Initials 



SEARCH RESULTS (Avail ahl ft fy nm ). 
_reprint 



_m i cr o f i lm 
"other edition 



SELECTOR'S COMMENTS: 
( S igna tur e ) 



If Replace, Fund Codes: FAS_ 
Date Completed 



NOTIS 
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(Source) $ 
i (Source) $] 
(Source) $~ 



(Date) 



8/88 



D4/JR/CD l-July-88 



c:presfort 




Davis Library 
i versity of North Carolina-Chapel Hi 1 i 



MAIN ENTRY Call No. 



LOCAL HOLDINGS 



UNC-CH 



Is this the last copy' 1 



YES 



DUKE 

(DU NOT SEARCKt 
NO 



NC3L' 

iDC NOT SEARCH: 



9 
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REPLACEMENT SEARCH RESULTS 

HARD COPy Au Ti 
BIF : 



BIP Suppl. 

Forthcoung 

6TR 

BBIP 

other: 



0 * not listed 

* = listed/available 



aiCROFORK: 
KRHH (65-75) 



(1976) 
(1977: 
(19/B? 
(1979) 
(1960) 
11961} 
(1982» 
(1963) 



BOD 

NUC fiche 
NYPL fiche 

6KIP 

SHIP Suppl. 



Other: 



Au Ti 



BIBL. UT1L.: Au 



OCLC 



RUN online 



Other: 
(soecify.' 



tt4 



Ti ; RAEITY/SCARCIT-: 
fc£ pre-5c sear: K : 



•ore than 6 no.r.r: 
libraries': 

0 ves 0 r: 

if 5 or fewe r , 
list locators: 



(Bibliographer s Review I Dec.*::" 
...see over) 
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04/ JR/ CD l-July-88 



B19L105RAPHER "S REVIEW AND DECISION: 

1. Retrieve oiher UNC-CH copies or edi*:ons for review. 

J Z. Order coieercial Bicro'ori. any edit. edition only. 

Order nor-coiaercial auroftli any edition edition only 

Drde' sprint m any edition edition oniy 

V T. Send tor filling. -Fund: As designated by bibliographer) 
Request lab to ? r odu:e: 

preservatiDr. taster printing «ster ij positive 
lop/fic (paper copy) 
xerox on achival bona pape r 

4. Dc not replace Instead, 

provide enclosure, reshtlve (return to Circulation) 

rebind 
transfer to Wilson 

5. Disposition of original '(or iteis being replaced) 

withdraw fros collection 

provide endosue, receive _ bi.tding tay not be cut 

. lend to _ (RBC, rtc.) 

other 

6. Selector s initial!: ____ Date: 



l_: Order Card Generated date: 

135 
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NATIONAL LIBRARY OF MEDICINE 
PC MAC SEARCH FORM 



A24260000 
HI AM454 

AMERICAN JOURNAL OF HOMOEOPATHIC MATERIA AND RECORD OF MEDICAL SCIENCE 

ISSUES FOR 1867-73, CALLED ALSO 7HE JOURNAL OF HOMOEOPATHIC CLINICS* MERGED INTO THE HAHNEMANNIAN 
1>SEP 1867-9»AUG 1676 
1867 1 1 

1876 9 12 



ON FILM— NLM: 
S NUMBER: 



SEQUENCE: 
CALL NUMBER: 
TITLE: 
BIB NOTES: 
FIRST/LAST: 
FIRST ISSUE: 
LAST ISSUE: 



FOLD TESTS: 

FIRST: 1867 1 FOLDS: 01 

SECOND: FOLDS: 
THIRD: FOLDS: 



GAPS: 

YEAR VOLUHE ISSUE OTHER 

1872 5 6 

1872 5 8 

1872 5 10 

FILM FOR NLM: 
1-9 

1867-1876 

SEARCHES: 
OCLC: 



MICROFORMS IN PRINT: 



SERIALS IN MICROFILM: 



NATIONAL REGISTER OF MICROFILM MASTERS: 



HOLDINGS COLLATED: 
COMMERCIALLY AVAILABLE 



APPROVED FOR FILMING 



138 



q 102 

ERIC 



(DRAFT) 



UNIVERSITY OF CHICAGO LIBRARY 
PRESERVATION DEPARTMENT 
PRESERVATION DECISION FORM 

PRESERVATION OPTIONS : (Complete for each title) 

1) WITHDRAW item, no treatment 

2) REPLACE with existing copy 

paper copy: 

microform: 

3) REFORMAT item 

Preservation photocopy 

Microfilm and positive service copy 

4) RETAIN original in phase box 

DISPOSITION OF ORIGINAL ITEM : 

Retain original it^m and return to the shelf 

Indicate fund 

Signature: Date: 

Comments: 



ERIC 
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UNIVERSITY OF CHICAGO LIBRARY 
PRESERVATION DEPARTMENT 
Preservation Decision Form 
1988 

Bibliographic Record: 

(NOTE: This fors Is used for ful! replacement 
searching* Includes search for paper and 
-icroforw copy, and Inspection of related 
copies and edition*,) 



Name/Project : Pres Pilot Project Date: 
Title Control # Selector: 



Search Report: 

Copies/Editions Condition (pai ar/cover/textblock) 



bib Utilities: 
Reprint Search: 

Microform Search: 



Available Format: 
See Attached: 



OCLC 



_BIP 

"gtr 



_RLIN 
Other: 



_NRMM: 6 r -75,76,77,78,79,80,81,82 
_Guide to Microf in Print, Supp, 
_NYPL Microform Register 



Paper 



Microfilm 



Microfiche 



Action Recommended : 

ERiC 



Date: 
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UNIVERSITY OF CHICAGO LIBRARY 
PRESERVATION DEPARTMENT 
Preservation Worksheet 



MN//: 

Bib 1 J Dgraphic Record: 



(NOTE: This form is used vhen searching 
for microform replacements only. Titles 
have been recommended for filming.) 



Narae/Proj ect : Date : 

Material Rec'd: 

Order: Master Negative 

Positive Service Copy 

Extra Copy for Library 

Copyflo 



Search Report : 



NRMM , 65- 75 , 76 , 77 , 78 , 79 , 80 , 81 , 82 
Guide to Micror in Print, Supp. 
NYPL Microform Register 
Serials in Microform 
Books on Demand 
Newspapers in Microform 

Microform Available: 



Discard Original 
Retain Original 



LDMS 
Gen Cat 
Shelflist 

OCLC 
RLIN 



Preparation : Borrowing : 

Collation: Complete Source: 

Missing pp. Date Req: 

Date Rec'd: 



Production Data: 



Date/To Photodup: 
Date Completed: 
Date/To Cataloging: 



ERiC 



# Exposures : 
Ft. (Microfilm) 
Ft. (Copyflo): 
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BIBLIOGRAPHER 






PLEASE RETURN TO 
PRESERVATION UNIT BY: 

BIBLIOGRAPHIC RECORD 


if you wanted a usable hard copy in the 
Rhees stacks and the original withdrawn 
you -might fill in the treatment option 
form this way. 




UNIVERSITY OF ROCHESTEP LIBRARIES 


TREATMENT OPTIONS: 
(prioritize 1-5) 




WITHDRAW 




BUILD PROTECTIVE ENCLOSURE 




! REPLACE IF UNDER 875 AND CHARGE ^ 
TO FUND (UltiMfiliTl 
(prioritize replacement opticas A-C) 

A ORDER REPRINT 

ORDER EXISTING MICRO FO EM 

3 ORDER LATER EDITION 


/ If your first choices Replacement 
f are frora these costs will be 
\ replacement options f chargea 10056 
f it will be necessary to new book 

to choose one other funds 

option from among the 

four remaining in case 
. a replacement is uot 

available* 








HAVE PHOTOCOPIED ] 
(S65 for a 300 page book) ( 

HAVE FILMED j 
Wo for a 300 page book) ) 


Reformatting costs will, in general, 
be evenly split between preservation 
funds and new book funds. 


IF CHOOSING TO REPLACE OR REFORMAT, 
ALSO CHECK ONE OF THE FOLLOWING: 




RETAIN ORIGINAL AFTER 
REPLACING/REFORMATTING 




% WITHDRAW ORIGINAL AFTER 
REPLACING/REFORMATTING 




COMMENTS: 




Bibliographer initial to 
authorize fund expenditure 


O 
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COLLECTION DECISION RECORD 
PRESERVATION SERVICES SECTION 



UNIVERSITY OF CALIFORNIA LIBRARY, DAVIS 



DATE 



P^£A3£ 4~TURft TG: 
CHARLOTTE PAYNE 
CONSERVATION/PRESERVATION 



DECISION BY 



further action 



HQLD.INGS_ 
U .C • DAVIS 



- -PHYS.ije.Ala. ^"JNPiLiQN. 



OTHER LIBRARIES 



NUC 



NElVYL 
jRlIIM 



DECISIONS; 



P RESERVATIO N OPT IONS 



AVAILABILITY 



BI? 



GO KEPR 



RETAIN AS IS 
^WITHDRAW/ DISCARD 
JREPAIR/REPIND 
Phase bo:< 



REPLACE WITH: 

same edition 

any edition 

Dhotococ ' 

7 

^'icrococ 



ADD COPY: 

same edition 

any edition 

__priotocopy 

mi crocooy 



TfiAhSr £^ "C: 
PRO r COLL 

sp£: :clu 
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* Systems and Procedures Exchange Center 



MICROFILMING 



PHOTOCOPYING 
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NATIONAL LIBRARY OF MEDICINE PRESERVATION SECTION 
MICROFILMING PROJECT SEQUENCE 

SERIALS: 

I. Identification 

A. Produce lists of titles to survey may be by date, by indexing, 
by country, etc. 

B. Record fold tests and gaps 

C. Review lists of brittle titles 

D. Missing volumes borrowed from other libraries 

E. Contractor searches to determine if microfilmed already 

II. Processing 

A* Pull volumes from shelf 

B. Perform Collation and Produce Targets 

C. Microfilm and Process film 

D. Label Reels 

E. Quality control and inspection 

III. Creating a Permanent Record 
MONOGRAPHS: 

I. Identification 

A. Produce lists 

B. Record Fold test in ITEMFILE 

C. Review lists of brittle titles and enter queuing data into 
ITEMFILE 

D. Contractor searches to determine if microfilmed already 

II. Processing 

A. Pull volumes from shelf 

B. Perform Collation and Produce Targets 

C. Microfilm and Process Film 

D. Label Reels 

E. Quality control and inspection 

III. Creating a Permanent Record 
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NEW YORK UNIVERSITY LIBRARIES 



MICROFILM PRCCECURES 



I • MICROFILM SEARCHING 

Once a selector has decided to retain a title/ the preservation 
librarian may set it aside for microfilm searching. The search 
will ascertain whether a microfilm aopy of the publication is 
already available. If one is identified, the bibliographer, in 
conjunction with the preservation librarian, may decide to 
purchase it >s a replacement, or simply to with draw the title 
from the library, with the assurance that ^ preservation copy 
exists elsewhere. If no film is availabl may decide to 

micxofilm the title ourselves. 

You may find it helpful to verify the bibliographic information 
before* searching, to identify all of the proper forms of entry. 
For example, a ror.ograph may have been filmed as part of a 
series^ but not cataloged separately; both entries should be 
checked. For verification, you may photocopy the shelflist card 
(a copy will be needed fcr a microfilming target) or search RLIM 
first" and correct the bibliographi': information on the search 
slip. 

For all titles, search the following sources: 

1. PUN; Research Libraries Information Network . 
(Collection Management Office Terminal) 

Cn-line bibliographic database of the holdings of member 
libraries of the Research Libraries Group. Separate files for 
books, serials, manuscripts, music scores, etc. Special fields 
give information on microform holdings. 

2. Guide to Microforms in Print . 
(Per. Z1033.M5G8, BIP carrel) 

Annual cumulation of books, journals, newspapers, government 
publications, archival materials and other collections current!/ 
available from micrcpublishers throughout the world. 

3 . National register of Microform ' asters . 1965-1 °33 
(Ref. Z1033.M5M3) " 

Lists raster microforms available from a library or 
micropublisher. Includes foreign and U.S. books, pamphlets, 
serials, foreicn doctoral dissertations. After 1983 or 1984 
volume, records are incorporated into the National Union Catalog 
(NUC) or Mew Serial Titles (NST) - 

For monographs only, search: 

4. NYPL Register cf Microform Masters: Monographs . Up to March 
1953 

; (Ref. microfiche carrel) 

Contains shelf list cards for all monographs filmed by the New 
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UICEDFILM 
Page 1 



York Public Library from the 1930' s to early 1983. Some 
sequences of entries are not in proper order. 

5. National Union Catalog . 1984- 
(Ref. microfiche carrel) 

Author and title entries for all monographs cataloged by 
reporting libraries. Microfilm records are incorporated with 
records for books. Search annual cumulations only. 

For serials only, search: 

6. Se rials in Microform . 

"{Collection Management Office, Ref. BIP carrel) 

Lists more than 12,000 periodicals, journals, newspapers, and 

other serial titles available from University Microfilms, Inc. 

7. Hew Serial Titles . 1984- 

Entries arranged by title for serials cataloged by repeating 
libraries. Search annual cumulations only. 

8. Newspapers in Microform . 1948/1972- (when appropriate) 
(behind Reference counter) 

Lists approximately 40,000 newspapers titles held by ^.S. and 
foreign" libraries and commercial publishers. U.S. and foreign 
publications are in separate volumes. 

The record and the item must match exactly, including edition, 
publisher, and publication date. If a record is found, indicate 
citation source on the " .p, and copy publish x, address, pries 
and any identifying numbers (RLIN ID, LC card number, UMI 
catalog number) . 



II. PREPARATION 
A. Worksheet 

The microfilm preparation worksheet helps guide the material 
through the filming process, and records statistics and 
technical data. The first item is the bibliographic target. 
Minimum information needed for this are: author and/or title, 
place of publication, publisher, date. 

Use either: 

a. Shelf list card 

b. RLIN printout for either catalog or acquisitions record, in 
LOU format. 



B. Shelf Search 

The information cn the deteriorated book form will give a 
complete accounting of the library's holdings. Gathering all 

• no 1^ 



MICROFILM 
Page 2 



copies, or all volumes of a title will speed i "entory and 
discard procedures. If volumes are missing aa not found, it 
may be possible to request them through interlibrary loan. 
Charge all circulating voluntas (not serials) you remove from the 
stacks to Search & Review. 



C. Collation 

It is important to ensure that the work to be filmed is 
complete, in order and legib/e. 

1. Gather all parts, volumes, pages and arrange in order. 

2. Check table of contents and illustrations list to get an 
overview of the features of the oiblication. 

3. Examine each page, to make sure it is there and entirely 
legible. Erase defacing pencil and pen marks. Note 
irregularities in page numbering; we v/ill mark then with a 
target later. If all or part of a page is missing or 
obliterated, indicate it as "missing." If a significant 
portion of the text (> 20 pages) needs replacement, we ray 
decide to request that another library microfilm its copy. In 
other cases f we will request photocopies or volumes through ILL 
or directly from a holding library* 

Once a title is bibliographically complete, it is certain to be 
f lined* Thttse next steps are for final processing before 
filming* 

D. Leg In 

Each title is assigned a sequential title control number in 

the logbook. This will enable us to check up on the progress of 
individizal titles, and ensure that shipments are complete on 
return* The logbook is the only record for serials sent, since 
they are not entered in Geac . Copy the TC number into the right 
margin of the worksheet* 

The TC number may be used to differentiate between projects* 
Presently, the LIYU student newspaper project uses TC numbers 
beginning with S (e*q*, S24D* The State newspaoer project 
titles begin with iT* General collection materials get a 
£ -numeric number* 

E* Geac 

Cbarce all circulating volumes to a Microfilm patron, with a 
12/31/99 due date* 
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Page 3 



F. Targets 

Prepare the necessary targets and insert m olace in the books 
The f Uner already has the following targets: Start, MM 
copyright, technical (resolution), end of title, end of reel 
continued on ... . The filmer also places "optional" 
eacT^e 9 " eye " legible tar * et to *** ^ beginning of 

We provide the following: 

1. Eye-leciible author /title 

Use Le Print or other software on PC to print: author and/or 
title, place of publication, date. ' 

2. Bibliographic tar cet 

Photocopy or afrix the~TTbliogra D hic re-ord used on the 
worksheet. Note corrections wherever needed. Cocy TC numbe- in 
the^ space on the upper left comer. The filmer will fill in 'the 
res.. Place the bibliographic target behind the eve-ieqible 
tarcet, and place then both at the front of the bock, "or 'irst 
vc ~ or the set. 

3. Optional targets 

Thv /are "optional" in the sense that thev are ev e -i enable 
^ 5 ^ te either divisions (VOLUME 4 o'r PART 2) or'featuros 
(MISPAGINATED, BEST OOPY AVAILABLE, MISSING PAGES i^ 5 ) 
A tarcet is placed at the beginning of each volume and at the 
pcir.t or each condition described. 



IV. QUEUING CM RLIN 

^tV^ 65 t0 ?f fUned *** have a reccrd with a CD entered in 
RUN. Tnere will be three different situations for materials we 
send for filming: l) RLIN has an NYUG reccrd, 2) RLIN has a 
reccrd that is not NYUG, 3^ there is no record in PUN. 

^ e Z e ;J er9 -- JG recor "' use CAT :w function to add a 

CD .0 -he Diolicgrannic reccrd. On the KOL screen, in the SCTT 
rie_-a, add a note, Ssln process of beinc microfilmed. l c the" ' 
cook has a barcode, enter the number in'the SHNT field aft— Sr 
e n., 5r01287 f 934. if the paper cony is to be retained? add a ' 
Sr... note, S s .!ard copy retained. This will alert the Cataica 
.lam.enance staff not to delete the record for the oricmal. 
Also on the KOL screen, enter N in the INC U eld and the cow 
number in the COP field (use "1" if not certain). * 

If there is no !1YUG record, or no record at all, use the ACO 
.unction to CRE or CPE * a record with the CD. 

For both Cat and Ac-? -~-~rds, enter ShCmicroforn] a*ter the 
title m the 245 fie.., ^ complete a 533 field for microfilm 
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information. Print a copy of the record in the DON format, and 
use it as the bibliographic target, and on the worksheet. 



III. PACKING AND SHIPPING „ % 

/ 

Before packing, make sure that each title has targets in place. 
Tie volumes with book^tape to hold paperwork in and hold parts 
together. If the volume^should remain intact, affix a note to 
the cover stating DO NOT DISBIND. 

Pack boxes so that volumes will not slide around and damage each 
other. The microfilmer will pick up shipments on an arranged 
schedule. 

Put duplicate copies of books aside and process with the filmed 
copy when it is returned. 



IV. FILMING 

The microfilmer is responsible for assignment of MM numbers to 
reels, filming, methylene blue testing, quality control and 
inspection. Currently, MSC does not disbind materials unless ^ 
instructed to do so. Our agreement spt .fies generation of 
three film copies, per RLG specs. 



V. PROCESSING AFTER FUMING 

Each title is returned with a QC form. The information on this 
form indicates the characteristics of the film and any problems 
that may have been discovered. The form's information helps 
with completion of the worksheet and \x*a label preparation". 

When film and books are returned by the filmer, take the 
following steps: 

A. Log in e* ch title in the logbook, with date returned and NET 
number. 

B. Complete worksheet with CC information— density, reduction 
ratio, image placa'nent. File worksheet and deteriorated book 
form by MtJ number. 

C. Print box labels on bindery PC. 

D. Prepare transmittal sheet for cataloger. Preoare one sheet for 
a reel, or for a title if the title takes up more than 1 reel. 
List MI number, short title, and RUM ID for QD record. Affix 
the bibliographic targets for each title to the transmittal 
sheet. 

Mb 



ERIC 



113 



MICROFILM 
Page 5 



VI. DISTRIBUTION 
A. Film 

1. Send positive copy of film with transmittal sheet to 
cataloging, and note date in logbook, 

2. Send duplicate negative* to Systems Office for borage. 

3. Senl maste*. negatives to National Underground Su *ae 
(tJUS). ^ 

a. Prepare L7US label for each reel and affix too copy to 
box. Fill in New York Urwersity for Ccmpanv, and UN for 
Poll tlo. Regain yellow oopy until official receipt is 
returned. 

b. Send labels vitfi letter to NUS via first class rail. 
Letter should give number of reels, method of shipment 
(usually UPS) , and date of shipment. 

c. Pack and ship film. Line shipping container witn 
babble wrap to protect reels. Ship via UPS throuoi ILL 
office. Indicate insured value of $75 per raster negative 
reel. (For any film shipment, follow this procedure" 
Insured valae for duplicate copies is $15." 

d Send PLC report fom to Patty McClung; retain copv for 
files. 

3. Books 

Discard and C?Y ERA books in circ system. Then, send books, 
with FILMED flag, to catalog maintenance. Process any duplicate 
copies together. For serial volumes, remove from covers" and 
stamp DISCARDED. Prepare Unisec correction form, and catalog 
correction form if there is an PJLIil/Bobcat record, and send 
to the Serials Cataioger. Beta* ^opy for files. 
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CORNTLL UNIVERSIIY LIBERIES 



Muiokandum 

Nov. ?4, 19CC 

To College and Deportment Librarians 



Ytonv Joan Brinl., Conmorcial Binding Office, Conservation Oept, 38 01 in Library 

Sublet Further to John Dean's memo of Uov. 17, 1906 referring to mis'ing 
periodical parts. 

PROCEDUnC FOR PHO TO COPYING TOR BINDI NG: 



1. All preservation copies for binding should be made one page per exposure, 
double-sided copying should be provided unless otherwise specified. 

?. Every page of tne original snould be aligned on the platen consistently, 
straight ano parol lei to the edge of the paper. Hecto anu verso of doub!e T 
sided copyinr snould be lined ui> so tney ere in register, i.e., bacl>to-back. 
(A rnas» en tne platen will halp center the tmage, eliminate dork borders, and 
allov; for consistent alignment.) 

3. A minimum border of 3/4- inch should be allowed on the left margin of the rectc 
of photocopies for Ending. At least 1/?- inch margin should be lefton the 
remaining three -edges of .the pho*^opy, for trimming during binding. Copies 
should also be made so that the * .to of the original is also the recto of the 
photocopy. 

4. felaojts shojU be copies in sections if tney are larger than the largest 
available size of photocopy paper. 'Sectlqns should align well so that they may 
be rtasse^U-d into a single flat sheet. The binding m*roin of 3/4-inch is 
required for photocopies for binding. 

5. Everything in the original text should be copied (this includes advertising), 
uitr the exception of extraneous material laid in or tipped on to the original 
text. 

6. Photocopy rust be of high qua.-t,, complete, and in the o-dcr of the original. 
• Kecopy if necessary. 

7. CD ,\CT m TCMFT TO TRIM PHOTOCOPIES.' 

8. If photocopies are bci~ ordered f-om 01 in Copy Center, a copy of the Instruction 
attocneo should be mc.jded along with the copv order. 

9. If photocopies are being ordered fro* 1LR, you should specify "Preservation 
photocopy for bi n ding, per RLG speci f ic3t ions" . ~ 

Any questions you may have, which have not been covered In these procedures, p)ea< 
feel free to call and a si. me at any tire 
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BRITTLE BOOK PROGRAM STATISTICS 



UNIVERSITY OF KOCHESTER LIBRARIES 



Date 
























«\c v x w cva 


























R^Dair in 
house 


























Commercial 
rebind 


























Withdraw 




















































Replace with 
f i 1 m/ f ichp 


























Preservation 
film 


























Replace with 
paper cooy 
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CORNELL UNIVERSITY LIBRARIES 



PC File III Database ou 3rittle Books 
Exaaple of an J ten Record 



Record number 5 



Last_Name 
First_Name 
Title 
Cail_no 
Publ_Year 
Selector 
Type 1 
Ac tion : 



i ni t_Date 

Cost# 

Fund 

Comp_Date 
Comments 



Nevins 
Allan 

Diary of George Templeton Stro 
E4. 1 5.9 SS6 A3 



1952 
BRU 

(if monograph 

Withdraw N 

Com_Micro N 

Microfilm N 

Ot .er N 



if series 
Reprint 
Photo_LBS 
Phase_D 



0) 



N 
N 

y 



Photo_In N 



(if yes, see comments) 



Other volumes not brittle. 



D Delete 
M Modify 
S new Search 
E End of file 
B Beginning " 
N Next record 
P Prior record 
R get by Rcd# 
+ browse down 
- browse up 
Q Quit finding 
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CORNELL UNURSITY LIBRARIES 
PC File III Dntobosc on Brittle Books 
Selectors' Decisions, and Associated Costs 



Selector 



Selector with- 
draw 
BLO 14 



Ropr 1 nt 



Brittle Book:» 

From 88/06/01 
To : 88/09/0! 



Comm 
Micro 
0 



Phot.) 
LBS 

( 



Ph .to 
In In use 



with- 
draw 
0 



Micro 
form 
0 



Phase 

Oet . 
8 



Reprint 



Com* Photo 
Mljro LBS 
1 0 



Total 
Wl thdraw 
Aeplacament 
Phase-D 
Other 



Photo 
Tn house 
0 

61 

0 

1 

0 
60 



Micro 
form 
0 



Phase 
Det . 

0 



Other 
60 



TotV 
Wlthdi 
Replacement 
Phase O 



2S 
1 -1 

I 

a 
o 



HOL 



With- 
draw 
0 



Reprint Comm 
Micro 
0 0 



Photo 
LBS 

0 



Photo 
In -house 
0 



Micro 
form 
0 



Phase 
Det . 
0 



Other 
0 



Selector with- 
draw 
BRU 38 



Repr: nt 
0 



Comm 
Micro 
0 



Photo 
LBS 

0 



Total 
Wl thdraw 
Replacement 
Phase-D 
Other 



Selector With- 
draw 
CAR 12 



Reprint 



Comm 
Micro 
0 



Photo 
LBS 

C 



Photo 
In house 
1 

51 
3 8 
1 

12 

0 



Phot o 
I n house 

2 



Micro 
form 

0 



Micro 

f--m 
0 



Phase 
De v . 
12 



Selector 



With- 
draw 
21 



Phase 
Det . 

33 



Total 
Withdraw 
Replacement 
Phase-D 
Other 



Reprint Comm 
Micro 
1 0 



Photo 
LBS 

0 



Total 
Withdraw 
Replacement 
Phase-D 
Other 



Photo 
In-house 
0 

27 
11 
1 

14 
1 



Micro 
form 
0 



Phase 
Det . 
14 



Other 



OO 



Selector With 
draw 

COR 0 



Total 
Wl thdraw 
Replacement 
Phise -D 
Othor 



selector 
FIN 



with 
draw 

0 



Reprint 



Cor.ifn 
MlCO 

0 



Photo 
LBS 



Tota 1 
Wl thdraw 
Replacement 
Phase-D 
Other 



Hnpr I nt 



Comm 
Micro 
0 



Photo 
LBS 

0 



47 
1 2 

2 
13 
0 



Photo 
in ho 

0 

1 7 
0 
1 
1 

1 s 



Photo 
In howi** 



Mir TO 

form 



Selector 



With- 
draw 

37 



Phase 
Det . 
1 



IS 



Selector With- 
draw 

HAY : 



Ml' to 
form 



Pha^e 
Det 

0 



Other 
0 



Reprint Comn 
Micro 
0 0 



Photo 
LBS 

0 



Total 
Withdraw 
Replacement 
Phase-D 
Other 



Reprint Comm Photo 
Micro LBS 
0 ( C 



Total 
Withdraw 
Replacement 
Phase-D 
Other 



Photo 
In-house 
2 

98 

37 

2 
59 

0 



Photo 
T n- nouse 

O 

5 
2 

0 
3 
0 



Micro 
form 
0 



Micro 
f <">rm 
0 



Phase 
Det . 

59 



Other 



Phase 

net . 
3 



Other 

0 
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Tota 1 
Wl thdraw 
Roplacf .nent 
Phase D 
Other 



ector with 
draw 
RIB 12 



Reprint Comm 
Micro 
1 0 



Photo 
LBS 

0 



Photo 
In-house 
0 



Micro 
form 
0 



Phase 
Dot . 



Other 
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withdraw . n 

Replacement 1 

Phase 0 : 8 

Other 0 



Selector 



With 
draw 
28 



Reprint 



Comm 
Micro 
2 



Photo 
LBS 

0 



PrtOtO 
In house 
1 



Micro 
form 
0 



Phase 
Dot . 
17 



Ot he I 



Total 
Wl thdraw 
Repl acement 
Phase D 
Other 



52 
28 

6 
17 

1 



Selector With 
draw 
MUS 0 



Reprl nt 



Comm 
Micro 
0 



Photo 
LBS 

0 



Photo 
I n house 
0 



Micro 
form 
0 



Phase 
Dot . 
0 



Total 
wl thdraw 
Replacement 
Phase* D 
Other 



Selector 



win. 

«.! r aw 

o 



Reprl nt 



Comm 
Micro 
0 



Photo 
LBS 

0 



Photo 
In house 
0 



Micro 
form 
0 



Phase 
Dot . 
0 



Ot hp i 



LD 



Tot a 1 
Withdraw 
Replacement 
Phase D 
Other 



Selector With Reprint Comm Photo Photo Micro Phase 
draw Mlrro LBS In house form Det 

SZE ) 0 0 0 1 0 14 

Total : 18 
Mihdraw : 1 
Replacement • 1 
Phase D 14 
Other 0 



>k< toi With hr-pilrit ( oitur. Photo Photo ■ U*ro Phase «>■!•' i 
ii.iw Ml< to 1>B:* In hou*e form Det 

WAI. 4 0 0 ft 0 0 l'i 

Total ?) 

Withdraw 4 

Rep 1 «< emnii t »> 

■4 r ' H.a^e D 1 'I 

q » O \> other i) 
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t>el ector 



Wl t h 
dt aw 

l i 



Rept 1 nt 



Comm 
Micro 
0 



Phot *i 
LBS 



t h. 
1 !• h 



Ml. I.* 

t «>i m 

0 



4 



Tot a 2 
W* thdraw 
Replacement 
Phase- D 
Other 



16 
1 2 
0 
4 
0 



Se lec tor 



With 
draw 
0 



Reprint 



Comm 
M«cro 
0 



Photo 
LBS 

0 



Photo 
In house 
2 



Micro 
form 
0 



Phase 
n«t 

0 



Total 
Withdraw 
Replacement 
Phase-D 
Other 



So lec tor 



with 
draw 



Reprint 



Comm 
Micro 



Photo 
LBS 



Photo 
I n -house 



Micro 
form 



Phase 
Det. 



Total 
Wl thdraw 
Replacement 
Phase-D 
Other 
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Selector 
BLO 
BRU 
CAR 
COR 
FIN 
HAR 
HOL 
HSU 
JEB 
KAY 
KIB 
KRO 
MUS 
SKI 
SZE 
WAL 
WAW 
WAS 



Total 3pent/per selector 
12.48 

7.04 

5.76 
66.24 

0.00 
23.00 

0.00 

0.00 
13.76 

0.00 
25.00 
198.00 



00 
00 



8.48 
0.00 
0.00 
5.44 



5 money 
3.42 



1 
1 
18 

0 



,93 
58 

.14 
00 



6.30 
0.00 
0.00 
3.77 
0.00 
6.85 
54.22 
0.C0 
0.00 
2.32 
0.00 
0.00 
1 .49 



0.00 



0.00 



Action 


percent 


Cost 


Withdraw 


173 


0.37 




Reprint 


6 


0.01 


156.24 


Commercial microform 


3 


0.01 


14 8.00 


Photocopy- LBS 


0 


0.00 


0.00 


Photocopy-ln-house 


13 


0.03 


60.96 


Microform 


0 


0.00 


0.00 


Phase-Det . 


1Q2 


0 41 




other 


78 


0.17 




Total 


465 


Total cost 


3f j 
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SELECTED READING LIST 
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ggf~ , systems ajid. Propedures Exchange,,Cerrter 



SELECTED READING LIST 



Association of Research Libraries. Pr eservation: A Research 
Library Priority for the 1990s. '" Ed. Jan Merill-Oldham, 
Washington, D.C. , 1988. 

Council on Library Resources. Committee on Preservation and 
Access . Brittle Books. Washington, D.C. , 1986 . 

Gwinn, Nancy E., ed . Preservation Microfilming: A Guide For 

Librarians and Archivists. American Library Association: 
Chicago, 1987. 

Research Libraries Group. RLG Preservation Manual. 2nd ed., 
Stanford, Calif., 1986. 

Walker, Gay. "Preservation Decision-Making and Archival Photo- 
copying," Restaurator , 8: 40-51, 1987. 
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SYSTEMS 
AND PROCEDURES 
EXCHANGE CENTER 



AN INFORMATION CLEARINGHOUSE 

TO HELP LIBRARIFS: 



• LEARN OF CURRENT PRACTICES 

• SOLVE PROBLEMS 
• MANAGE CHANGE AND 
• IMPROVE PERFORMANCE 



mm 

Association of Research Libraries 

OFFICE OF MANAGEMENT STUDIES 

1527 New Hampshire Avenue, N.W. 

Washington, D.C. 20036 



161 



Appendix 16 



END 

U.S. Dept. of Education 

Office of Education 

Research and 
Improvement (OERI ) 

ERIC 



Date Filmed 
March 29, 1991 
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